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MCAP
I NTRODUCT! ON

0001. PURPOSE. This Manual publishes adninistrative notes concerning the
conduct of general and personnel administration at the staff and reporting
unit level. Chapters and appendices are included to provide procedura
gui del ines and technical instructions for the consolidation of adm nistration
at the battalion/squadron | evel and those i ndependent comands operating on a
conbi ned battalion/conmpany |evel adm nistration

0002. STATUS

1. UWilization of the contents of this Manual by Marine Corps comands in
acconpl i shing administrative use and functions at the reporting unit |evel and
under the concept of a Consolidated Administration Center (CAC) is encouraged.

2. This Manual does not relieve conpany/battery conmanders, officers in
charge or section heads of the duties inherent in conmand nor the
responsi bilities regarding the needs of those Marines under their charge.

0003. SCOPE. This Manual contains a recommended organi zation, the goals,
concepts, responsibilities for effective use of the CAC, and adnministrative
gui del i nes necessary for proper conduct of personnel administration at the
staff and reporting unit |evel

0004. RESPONSIBILITY. The currency, accuracy, and nodification of this
Manual are the responsibility of the CMC (M FD). Headquarters Mari ne Corps
staff agencies and field commanders are responsible for tinmely entry of
changes and physi cal mmintenance of their copies of this Mnual.

0005. ALLOMNCES. Mke necessary adjustnents for organization or unit’s
distribution requirenents for this Manual and obtain copies of the basic or
pertinent changes through the Marine Corps Publications D stribution System
( MCPDS) .

0006. ORGANI ZATI ON

1. This Manual is organized into chapters which are nunbered sequentially and
listed in the contents.

2. Paragraph numbering is based on four digits. The first indicates the
chapter; the next three, the general paragraph; and the conbi nati ons which
foll ow the deci mal point, the appropriate paragraph; e.g., 3003.2a refers to
chapter 3, paragraph 003, subparagraph 2a.

3. Pages are nunbered in separate series by chapter, with the chapter nunber
precedi ng each nunber; e.g., the fourth page of chapter 2 appears as 2-4.

0007. CHANGES. The CMC (M FD) will publish changes to this Manual per
established criteria. Such changes are nunbered consecutively. Record receipt
and entry of such changes on the page provided for that purpose.

0008. METHODS OF CITATION. Show reference to paragraphs of the MCAP as
foll ows:

1. For correspondence:

Ref: (a) MCO P5000.14C, par. 3006
(b) MCO P5000. 14C, par. 3006.1
(c) MCO P5000. 14C, par. 3006. 1c
(d) MCO P5000. 14C, par. 3006. 1c(1)
(e) MCO P5000. 14C, par. 3006.1c(1)(a)
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MCAP

CHAPTER 1
GENERAL | NFORVATI ON, GOALS, CONCEPTS, AND RESPONSI BI LI TI ES

1000. GENERAL. Historically, the conpany/battery/section was the basic

adm nistrative unit of the Marine Corps administrative system |In June 1978, the
Commandant of the Marine Corps approved the recomendation to inplement battalion

| evel (consolidated) administration for all FMF ground units with the squadron

remai ning as the reporting unit for all FMF aviation units. Consolidation of
personnel administration at the battalion level is considered the nost efficient

nmet hod for acconplishing our administrative mssion with the avail able resources. It
al | ows commanders and administrators the flexibility to tailor personne

admi nistration to the unique m ssion of the organization. The adm nistrative guidance
offered in this Manual is considered appropriate for application in both ground and
avi ati on organi zations of the FMF and throughout the supporting establishnent wherever
consol i dated admi nistration is perfornmed and for all Mrine Corps reporting units.
Throughout the text of this Manual, the term"organization" is used to represent the
battalion/squadron | evel of operation. The term"unit" is used to represent the
command/ staff | evels subordinate to the battalion/squadron; i.e., conpany/battery/
section.

1001. GOALS OF CONSCLI DATED ADM NI STRATI ON

1. The primary goal of consolidated adnministration is to ease the administrative
burden of the unit; thereby allowing nore time to conduct mssion-oriented training
O her goal s incl ude:

a. Providing and performng "A SERVICE TO MARI NES AND THEI R DEPENDENTS" (i.e., one
stop shopping for personnel and pay issues).

b. The effective use of avail abl e adm nistrative personnel and equi pnent to support
the personnel adm nistration system A related goal is to enhance admi nistrative
qual ity control through inproved supervision by adm nistrative officers and SNCO s.

c. Reduction in the nunmber of directives and publications required in each unit.

d. Advancenment of the total induction of personnel adm nistration functions into the
Marine Corps Total Force System (MCTFS)

2. Essential to proper administration is a viable comunication |ink between the CAC
speci al staff sections, and the units served. Al mnust coordinate their actions toward
t he goal of providing the highest quality personnel adninistration possible.

1002. CONCEPT AND RESPONSI BI LI TIES OF CONSOLI DATED ADM NI STRATI ON.

The concept of consolidated administration is to conbine the technical admnistrative
expertise at the organi zational level. Reporting and recording of information are
acconpl i shed at the organi zational level; e.g., in the adjutant section or the
personnel section. The unit commander shoul d have on-hand only those directives and
publications which pertain directly to the operational and training m ssion.
Consol i dated admi ni stration does not elininate the unit conmander’s responsibility of
comand. The unit commander nust continue to provide the | eadership (assistance,

di sci pline, counsel, guidance, information, etc.) to ensure that norale, welfare, and
unit effectiveness are nmmintained at the highest possible Ievel. The CAC provides
admi ni strative support to the individual Marine and to the conmmander. Unit commanders
request admnistrative support and the CAC serves them by preparing, reporting, and
recording all administrative actions. Figure 1-1 illustrates a recomended

organi zation chart for the CAC. The administrative responsibilities outlined in the
foll owi ng paragraphs are provided for informati on and assi stance to those Marines not
famliar wth the Marine Corps adm nistrative system

1. Adjutant Section Organization. It is enphasized that the actual structure of the
adj utant section is based on the staffing of the organization’s table of organization
(T'o.

2. Adjutant Section’s Administrative Responsibilities. The adjutant serves as a
special staff officer. The responsibilities of the adjutant section may include but
are not limted to those listed in paragraph 2000. 1.

3. Personnel Section Organization. It is enphasized that theactual structure of the
personnel section is based on the staffing of the organization’s T/Q

4. Personnel Section's Administrative Responsibilities. The personnel officer serves
as a special staff officer for the commander and is responsible for the supervision of
t he personnel section within the CAC. The responsibilities of the personnel section
include but are not limted to those |isted in paragraph 3001. 1.
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5. Unit Conmander’'s Administrative Responsibilities. Although consolidated
adm ni stration has caused a reduction in the unit conmander’s admi nistrative
responsibilities, it cannot be overenphasi zed that they are not conpletely elininated.
The unit commander is responsible for ensuring that personnel information and
supporting documents for MCTFS reporting; e.g., norning reports, deploynent rosters,
etc., are forwarded promptly and properly to the CAC. For consolidated adni nistration
to function efficiently, a free and open exchange of information nmust exist between
the unit and the adnministrative sections. Unit comuanders retain responsibility for
the foll ow ng:

a. Subm ssion of morning reports for consolidation by the CAC

b. Conducting request mast for nenbers of their unit.

c. Conducting NJP on nenbers of their unit and subm ssion of conpleted unit
puni shnment book forms to the CAC for unit diary input and filing.

d. Miintaining the mninumtechnical and operational directives and publications
required to acconplish the unit’s mssion. (A recomended listing of publications to
support comnpany/ battery comanders is provided in chapter 2, figure 2-9.)

e. Distributing personal mail.

f. Providing accurate and tinely training information for unit diary input.

g. Submitting conduct and duty proficiency marks to the CAC for unit diary input
and, where applicable, entry into the field service record.

Reconmendi ng/ not recomendi ng Marines for pronotion.

Reconmendi ng/ not recomendi ng Marines for reenlistment.

Reconmendi ng Marines for awards or personal decorations.

Approving | eave and special liberty requests, as required.

Controlling regular liberty for nenbers of their unit.

Cl earing personnel requesting adm nistrative support fromthe CAC, if desired.
Counsel i ng and aut henticating Adm nistrative Remarks page entry(ies) in the
field service record, as required.

0. Distributing the Leave and Earnings Statenent to unit personnel.

p. Preparing, when required, background information on recomendati ons for
adm ni strative di scharge.

g. Reviewing the payroll for pay discrepancies - notifying the CAC of problem
area(s) and ensuring the pay problemis resol ved.

r. Reporting to the CAC, in a timely manner, occurrences or changes of status
regarding unit personnel (includes unauthorized absence (UA), hospitalization,
marriage, birth of children, divorces, etc.).

s. Acquiring a basic know edge of personnel adm nistration procedures.

t. Conducting administrative training to ensure the unit is capable of imediate
operational requirements.

u. Responsible for uphol ding the Performance Eval uati on System (PES) policies and
procedures and ensuring tinmely subm ssion of fitness reports for personnel within the
comand.

v. Subm ssion of |eave requests and | eave papers to the CAC
6. Turnover Folders and Desktop Procedures
a. Information. The continual rotation of officers and keyenlisted personnel often
results in a lack of expertise andcontinuity associated with nany day-to-day
operations. Although not mandatory, the establishnent and proper use of desktop
procedures and turnover folders will assist significantly in alleviating this
si tuation.

b. Definitions

(1) Turnover Folder. A turnover folder is a file containing pertinent
informati on about a key billet which, when passed on to an individual newy assigned
to the billet, provides the basic data necessary to assune duties in a m ni num anmount
of tine. The recomended contents of the turnover folder include, but are not linmted
to, the follow ng:

53 T F
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(a) Letter or special order assigning the individual to
the billet (if required).

(b) Organizational chart.
(c) Billet description.
(d) Special duties and tasks.

(e) A copy of pertinent references (if too extensive,
a listing and | ocation of pertinent references) and a history of
conmand-i ssued directives over which the billet has cogni zance.

(f) Points of contact by conmand, billet, grade, nane,
and tel ephone nunber.

(g) Problemareas sufficiently defined
(h) Status of pending projects.

(i) Such other information necessary to provide insight
into all duties and tasks associated with the billet. This may
i nclude policy menoranda, managenent controls, nenoranda for the
record, etc.

(j) Desktop procedures which define the routine
functioning of the billet, section, or office. |If desktop
procedures are extensive and naintained in a separate fol der/
bi nder, indicate |ocation.

(k) Required reports and reporting procedures.

(1) Past inspection results, reports of corrective
action taken on inspection discrepancies, if any, and interna
i nspection procedures.

(2) Desktop Procedures. Desktop procedures are |istings of
procedures, references, and other related i nfornmati on concerning
the managenent of a particular billet. These procedures define in
witing the routine functioning (who, what, when, where, why, and
how) of a billet. This file is an integral part of the turnover
folder. Desktop procedures should include, but are not limted to,
the foll ow ng:

(a) A brief description of the duties and
responsi bilities assigned to the personnel over which the incunbent
Mari ne has cogni zance.

(b) A resune of the daily routine

(c) Descriptions or charts which reflect the routine
flow of paper or work.

(d) Work priorities within the section or office.

7. Section Managenent and Training. Section managenent and
training vary with the nature, nission, and | ocation of the

organi zation. The following are tried-and-true concepts of section
managenent and training techniques that, if adopted, may enhance
the day-to-day functioning of the CAC

a. Introduction. The volune and conpl exity of personnel
adm nistration requirenments at the organi zational or reporting unit
| evel require the establishnment of organi zed, systematic procedures

to acconplish the adm nistrative mssion. It is inperative that
each nenber of the section is aware of those procedures and the
inmportant role they play in mssion acconplishnent. It is

reconmmended that MOS specific training be identified and conducted
on a routine, recurring basis.

b. Elenents of Section Managenent. The foundations of sound
section managenent are | eadership, organi zation, and teamork
They are as essential for mission acconplishment in the section as
they are in the field. Dynamc and innovative |eadership is
absol utely essential if an adm nistrative section is to function
efficiently and effectively in providing the responsive service
each Marine deserves. Personnel adm nistrators nust provide this
| eadership. They nust set the exanple, nake decisions, analyze
situations, devel op new ideas, and constantly grow i n professiona
know edge. As |eaders, personnel adm nistrators nust also, on
occasi on, del egate authority through proper channels to acconplish
the administrative mssion. Instilling a sense of unity and
camaraderie in the section is of utnobst inportance. In the
exercise of |eadership, adm nistrators nust consider the four basic
el ements of section nanagenent: plan, coordinate, direct, and
control

(1) Plan. Planning is the process of establishing and
carrying out policies or procedures. Planning requires know ng
preci sely what has to be done, and establishing an efficient,
systematic procedure to acconplish that goal within specified tine
constraints. Most errors in admnistrative planning are the result
of inadequate information or inadequate professional know edge
Pl anning starts with the location of the section and the effective
use of avail abl e space. Were possible, centrally |ocate the
sections. Wthin the CAC, apportion the space al ong functiona
areas, with due consideration to work flow, traffic flow, and the
i ndi vidual tasks of the Marines assigned. In organizing by
functional areas, the clerks are recogni zed not as being the
representatives of subordinate units within the organization, but
rather as part of the organization s personnel adm nistration
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activity. This reinforces the concept of consolidatedadm nistration and di stingui shes
it fromcentralized adm nistration. Section organi zati on shoul d encourage a | ogi ca
flow of work fromone section to another. Having the work come to the worker is an
essential elenent of efficient section planning. Conveniently |ocate section
supplies. Last, and nmpbst inportant, situate supervisors where they can observe and
direct all section activity under their cogni zance.

(2) Coordinate. Coordination is the act of working together in a snooth, concerted
fashion. Coordination involves unity of effort. Mre plainly stated, getting
subordinates to work together as a team The supervisor’'s role plays a large part in
ensuring that the team functions properly.

(3) Direct. Direction is the guidance or supervision required to ensure that each
part of a job is consistent with the acconplishnent of the total mission. The
supervi sor should provide anple opportunity for each individual to work up to the
limts of their abilities; then, offer the necessary direction and renove the
obstacles in the way of progress.

(4) Control. Control is the directing or restraining influence exerted over an
activity. |In exercising control, the supervisor deternmines if a task is being
properly acconplished and, if not, takes appropriate corrective action

c. Principles of Section Managenent

(1) One Boss. Each clerk nmust have only one boss. The senior
personnel admi ni strator provides guidance and direction through NCO s/section chiefs
to whom authority and assi gned areas of responsibility have been del egated. This
practice not only enhances their |eadership abilities and authority, but also affords
the seni or administrator additional opportunities to acconplish planning and
supervi sory functions. To preclude disunity within the section, do not detail tasks
to individual clerks. CQutline tasks through the NCQO section chief assigned
responsibility for the specific section. The NCO section chief will assign the task
to the individual Marines under their direct supervision. The clerk being directed by
nore than one supervi sor becones confused and frustrated by conflicting denmands; a
feeling of insecurity is fostered which may finally develop into an attitude of
irresponsibility and apathy.

(2) Span of Control. Span of control is the extent or degree of influence exerted by
an individual. The span of control for supervisors nust not exceed their abilities.
It is inperative that the nunber of clerks assigned under each NCO section chief is
smal | enough to adequately allow cl ose supervision. Ensure the physical distance

bet ween supervi sors and cl erks assigned under their control is close enough to allow
for proper coordination of daily activities.

(3) Delegation of Authority. Delegation of authority is entrusting to another the
power or influence to acconplish a task. Del egate authority commensurate with assigned
responsibility.

(4) Flow of Information. Flow of information is the snooth uninterrupted passing of
informati on throughout the section. Keep your Marines infornmed. Pass decisions
governing action down the line of responsibility. Avoid bypassing. Bypassing has a

weakening effect in an organization, and if allowed, will cause persons in positions
of authority to | ose the respect of their subordinates and denigrate their ability to
lead. It is nost inportant to establish an interface between the service record, unit

diary, and | egal section supervisors to ensure that all who have action in a specific
area are alerted.

(5) Lines of Responsibility. Lines of responsibility illustrate and linit authority
and accountability. Strictly maintain lines of responsibility fromthe highest to
| owest | evel of supervision.

(6) Job Assignnents. Definitively assign each part of a job. Ensure clerks are aware
of the duties and tasks required to acconplish their specific job assignment.

(7) Qobjective and Mssion. Cearly define the objective and nmission of the section
and ensure it is understood by supervisors and their assigned clerks.

(8) Planning. Acconplish planning well in advance. Make sure that supplies and
equi pment necessary to do the job are avail abl e.

(9) Coordination. Effective and snooth coordination is obtained through well-directed
conferences and i nformal neetings.

(10) Establish and Maintain Control. Establish procedures to ensure admnistrative
m ssion acconplishnent. To that end, accurately acconplish each and every task
assi gned per established procedures.

(11) Corrective Action. Take corrective action when necessary. Inefficiency is
costly in terns of tine, noney, and individual notivation. Correct inefficient
practices and procedures inmedi ately.
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d. Econony. Econony in section nanagenent is the thrifty adm nistration and effective
use of personnel, nmoney, and materials. Econony in section managenent is exercised
through the elimnation of unnecessary paperwork and duplication of effort which causes
an increase in man-hours, wasted materials, and adversely inpacts on individua
notivation and desire.

(1) Necessity for Paperwork. The necessity for letter witing, recordkeeping, and
reports is unavoidable. 1In dealing with this significant task, exercise control
t hrough the econom cal handling of required itens. Failure to sinplify or reduce
paperwor k, where possible, wastes tine, nmaterial, and noney.

(2) Lnportance of Sinplifying Paperwork. Not all personnel adm nistrators have
recogni zed t he advantages of the MCTFS over the conplicated, tine-consuning, and
obsol ete systens of years past. Consequently, parallel paper and conputer systens are
mai ntai ned that are tinme and | abor intensive. This is due, in part, to a |lack of
confidence in the reliability of information contained in the MCTFS. Until such tinme
as credibility is gained through diligent reporting and mai ntenance of information
contained in the MCTFS, we unnecessarily waste man-hours and naterials. It is
i nperative that adm nistrators direct their efforts toward the sinplification and
reducti on of paperwork and the enhanced quality of the MCTFS data bases through
accurate and tinely reporting of required personnel infornation

(3) Elimnation of Unnecessary Paperwork. The personnel adm nistrator can help

el im nate unnecessary paperwork by anal yzing the tasks required and using fully the
facilities at hand. The follow ng self-analysis steps will assist the personne
adm nistrator in elimnating unnecessary paperworKk:

(a) Begin at Your Owm Desk. Take a look at it. When was the last tinme the desk
drawers were cleaned out? Are you using the desk as a file cabinet? How many papers
are in the NCOM NG HOLD, QUTGO NG and FI LE baskets? What about all the docunents
that cross your desk--do you need then? Should you be receiving then? You would be
surprised to discover what accurmul ates in a desk. Local housecleaning is a good first
st ep.

(b) Check Reports Receipt and Reports Submission. |Is there duplication? Could you
conmbine two or nore and elimnate one? Do they all serve a definite purpose? Do
subordi nates spend nore tine conpiling and reporting information than the information
is actually worth?

(c) Analyze Mail and Files Practices. Are you filing unnecessary correspondence? Does
incoming nail reach the "action desk” in a mnimmof time? |Is incomng nmail being
properly routed to those directly concerned? Do you receive excessive or unnecessary
copies of directives and publications? |If so, what have you done to correct the
situation?

(d) Records Disposal. Do you dispose of old records per the records retirenent
schedul e? Do you have records that are no | onger used taking up roomin filing
cabinets? Do you dispose of nonrecord material as soon as it has served its purpose?
( SECNAVI NST 5212.5 defines nonrecord material as "materials that have no docunmentary or
evidential value and that need not be filed".)

(e) Check Fornms Being Used. Have you requisitioned too many? Are those on hand
current, or do you have several file drawers full of obsolete forns?

(f) Working Conditions and Organi zation of the Section.The ability of the CAC to
acconplish its mssion is directly related to the section |ayout and worki ng
condi tions.

1l Section Layout. The nmin consideration in planning section layout is the flow of
wor k; accordi ngly:

(]

Reduce the flow of work to the shortestpossible distance.

(=2

M ninmze work flow repetition and backtracki ng.

(]

Work should cone to the worker, not vice versa.

(=X

Locate rel ated sections near each other.

|

Pl ace the supervisor to allow for an unobstructed view of the entire section

f Place clerks having prinmary responsibility for greeting inconm ng personnel near the
entrance.

g Make files accessible to all section personnel.
1-7
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h Locate tel ephones and extensions in
advant ageous, accessible positions. Linit phones to personne
actually requiring a phone for performance of assigned task(s).
Keep personal calls to a mnimm

2 Section Wirking Conditions. To enhance job
performance, notivation, and norale, the follow ng conditions
shoul d exist in the section

a Proper lighting: Keep fixtures clean, use
correct wattage bulbs, reflective paint, etc.

b Proper heat and ventilation.

c Quiet: Felt pads under typewiters and
printers, no loud nusic or other distractions, oil squeaky doors,
etc.

d Professional environnent: Layout of section,
cubi cl es, decoration, decorum signs, etc.

(g) Controlled Forns. Establish procedures to ensure
the proper accountability of all controlled forns.

(h) Everyday Practices. The everyday practice of
conmon courtesy, tact, friendliness, and dipl onacy must be the
concern of everyone in the CAC. Such behavior is essential in
mai nt ai ni ng high norale. Bear in nmind that personnel
admi nistration is not an end in itself--it is a service--a
continuing service concerning not only the recording of actions
that affect the organization but also those that affect the Marines
who conprise the organi zation. Treat each individual, regardless
of grade, with the same degree of courtesy and respect that you
would like to receive. Each Marine plays an inportant part in the
acconpl i shment of the organi zational mssion. |If a Marine is
al lowed to stand unattended at a service counter or desk without
reason, the admnistrator is, in essence, hindering mssion
acconpl i shnment. The traffic (flow of personnel) into or through
the administrative area should also be controlled and directed so
as to allow the | east distraction possible

e. Training. Before a clerk can carry out an assignnent to
conpletion, the clerk nust know what steps to follow to acconplish
the task. Supervisors nust understand the functions and
responsibilities of all personnel in the CAC and provide
appropriate training. W can acconplish this training in a nunber
of ways. Sone of the nbst conmon net hods are:

(1) Job Performance Aid (JPA). JPA's provide step-by-step
procedural guidance in the performance of a task or job el ement.
A JPA can take the formof a list, flowhart, or decision tree, and
can easily be devel oped locally. Although the use of a JPA does
not necessarily constitute conplete job training, their judicious
use can contribute significantly to the economy and effectiveness
of a training program

(2) Managed- On-The-Job Training (MJT). MJT is a
careful Iy planned, managed, and supervi sed program desi gned to
qual i fy personnel or upgrade their proficiency, through self-study
and instruction, while actually working on the job. MXT pernits
the clerk to performregular duties and, at the same tine, observe
and | earn other phases of personnel and general administration.
Normal |y, Marines assigned to the section who have little or no
adm ni strative background are given a job requiring sinple, routine
actions for its conpletion. As their training progresses they
assume nore responsibility. To be nobst effective, MJT nust
provide tinely, constructive feedback to the Marine who is being
trained. A formthat MXT night take is apprentice-type training
Provi ded personnel resources exist, assign a new clerk to an
experienced clerk for closely supervised individual training. In
addition to providing training for the inexperienced clerk, MXJT
al so provides an excellent avenue for cross-training al
adm nistrators in the many facets of personnel admnistration. Use
MCO 1510. 53, | ndividual Training Standards (ITS) System for
Personnel and Admi nistration COccupational Field (CccFld) 01, when
devel opi ng and conducti ng MOJT.

(3) Certain administrative requirements encountered at the
reporting unit |evel provide ideal opportunities to train personnel
Sone specific requirenents are

(a) Auditing the Unit Verification Roster (for Reserve
units only).

(b) Auditing field service records.
(c) Auditing the LES and join Bl R/ BTR or RBI R RBTR.

(d) The processing associated with reenlistnents,
extensions of enlistnent, and di scharges.

(e) Maintaining files, directives, and publications
(f) Auditing of Record of Emergency Data

(g) Preparation of Dependent Application

(h) Preparation of ID Card Application, etc.
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(4) Lndependent Study and MO Courses. Marine Corps
Institute courses offer an excellent neans of training personnel
Marines may either enroll independently or as a part of a section
group enrollnent. To attain maxi mum benefit, supervise the
conpl etion of MCl course and use themin conjunction with MXT.
The followi ng partial listing of MCI courses (listed by course
nunber and title) is provided to assist in planning the training
of your personnel adninistrators:

(a) 01.12, Counseling for Marines;
(b) 01.18, Spelling;
(c) 01.19, Punctuation;

(d) 01.28, General Personnel Adm nistration for

Reserves;

(e) 01.31, Correspondence Procedures;

(f) 01.35, Individual Personnel Records;

(g) 01.36, Personnel Administration for the Reporting
Unit;

(h) 01.38, Order Witing derk

(i) 01.43, Legal Administration for the Reporting Unit;

(j) 01.44, The Unit Milroom d erk

(1) 30.23, Marine Corps Technical Publications Systens;
and,

(m 34.21, Basic Pay Entitlenents.

(5) Formal or Local Schooling. Use this source of
consol i dat ed knowl edge whenever avail able. Comanders and seni or
adm ni strators should nake every effort to ensure that personnel in
their charge are afforded the opportunity to attend MOS schooli ng.
The school trained Marine enhances the efficiency of the office by
sharing new skills and know edge gai ned through the course of
instruction. At the sanme tine, the know edge and skills of forna
schooling prepare the Marine to assunme positions of greater
responsibility. Course schedul es are published annually to provide
commands and i ndividual adm nistrators the opportunity to plan for
and request school seats. Prerequisites are listed in NAVMC 2771,
Formal Schools Catalog. The key to obtaining a school seat is
planning. To aid in the planning process and increase the chances
of obtaining a school seat in a particular course, submt requests
a mnimmof 3 nmonths prior to the report date of the course
desired. The following is a list of formal school courses:

(a) Entry Level (conducted at MCSSS, Canp Lejeune):

COURSE MOS AWARDED
Per sonnel d erk Course (PCC 0121
Unit Diary O erk Course (UDCC) 0131
Admi nistrative O erk Course (ACC 0151

(b) Career Level (conducted at MCSSS, Canp Lejeune):

COURSE MOS AWARDED

Personnel O ficer Course (POC) 0170

Adj ut ant Course (ADJC) 0180

Advanced Personnel Adm nistration Course (APAC 0193

Senior C erk Course (SCC) None

| ndependent Duty Adm nistration Course (I DAC) None
Reserve Admi ni strati on Course (RAC) None
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CHAPTER 2
THE ADJUTANT SECTI ON

2000. ADJUTANT SECTION. Collocate the adjutant section with the
personnel section to forma CAC or establish it in a |ocation best
suited to the mssion and needs of the organization. An adjutant
section perforns those general and personnel adm nistration and
of fi ce managenent functions inherent in the responsibilities

assi gned by the organi zati onal commander or executive officer.

1. Adjutant Section’s Administrative Responsibilities. The

adj utant serves as a special staff officer. The responsibilities
of the adjutant section may include, but are not limted to, the
fol |l owi ng:

a. Preparing nmeritorious masts, certificates of comrendati on,
and controlling and editing recommendati ons for personal/unit
awar ds and decorati ons.

b. Operating the command’s Directives Control Point (DCP), to
include maintaining the files and directives system

c. Preparing responses to all special correspondence (e.g.,
Request Mast, Congressional Interest (CONGRINTS), etc.).

d. Reporting casualty infornmation.

e. Operating the conmand’ s Cl assified Material Systenl
Classified Material Control Center (CVMS/ CMCC), when required.

f. Establishing and naintaining the command’s reports control
and forms managenent program

g. Preparing comand duty rosters.

h. Preparing fitness reports; uphol ding PES policies and
procedures per MCO P1610.7, Performance Eval uation System and
ensuring timely subm ssion of fitness reports to HQVC

i. Receiving and routing nmessages, Organizational E-Mil,
correspondence, and guard nail to the appropriate staff section.

j. Establishing and supervising a conmand typi ng pool.
k. Preparing Adm nistrative Action (AA) Forns, as required.

I. Monitoring receipt and delivery of pronotion warrants for
of ficers and staff noncomm ssioned of ficers.

m Handling command | egal matters (to include NJP and courts-
martial preparation, nmaintaining the command' s (battalion/conpany/
battery/squadron) Unit Puni shnent Books, and preparing,
controlling, and reporting of investigation results).

n. Processing adm nistrative di scharges.

0. Carrying out the battalion/squadron postal functions (to
include, but not limted to, conducting nailroominspections,
supervi sing the receipt and delivery of official and personal mail,
and nmonitoring the consolidation of outgoing official mail).

. Conducting staff inspections to ascertain the effectiveness
of personnel administration within the battalion/squadron and
monitoring actions taken to correct inspection discrepancies.

g. Performng notarial acts for the conmand.

r. Mnitoring the command’ s Tabl e of Organization (T/0O and
preparing and submtting recommended changes to the T/ QO

s. Maintaining DEERS security requirenments, site
identifications, security codes, individual user identifications
and passwords.

t. Managi ng and nonitoring the command’ s records nmanagenent
program

2001. ADJUTANT. The adjutant is responsible for the

acconpl i shment of those administrative duties outlined in paragraph
2000.1, the functions set forth in FMFM 3-1, and such ot her
functions as the commander nay assign.
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2002. ADM NI STRATI VE CHI EF. The administrative chief assists the
adjutant in the proper adm nistration of an adjutant section. The
adm nistrative chief nornally supervises the section chiefs in the
performance of their assigned tasks. Responsibilities include, but
are not limted to, the foll ow ng:

1. Routing incom ng and outgoi ng correspondence and guard mail to
the appropriate action or information addressee. Controlling
correspondence and nessages which require response or action.

2. Ensuring all incom ng correspondence and guard nail is date-
stanmped or annotated to indicate date and tinme of receipt, and
where appropriate, a route stanp to indicate the desired routing.

3. If applicable, establishing and operating a consolidated nail
point to collect and forward all correspondence to the appropriate
conmand col l ection point for nmailing outside of the conmand.

4. Establishing and operating a DCP to provide support to staff
sections and subordinate units as defined in MCO P5215. 1.

5. Ensuring all administrative personnel under his charge adhere
to the everyday practices noted on Page 1-8 of this directive.

2003. MAIL/GUARD MAIL SECTION. Conduct unit mailroom operations
as outlined in MCO P5110.6, Standing Qperating Procedures for
Marine Corps Unit Miilrooms. Guard mail functions are established
at the local conmand |evel.

2004. CORRESPONDENCE SECTI ON. Administrative clerks are not
nornal ly organic to all staff sections. Ildeally, command-
originated correspondence and directives are typed within a
correspondence section created in support of the organi zational
conmander’s staff. The correspondence section should prepare
correspondence and directives originated by the adjutant section,
unl ess otherw se charged to the organi zati onal central files or

| egal sections for typing.

1. The correspondence section's responsibilities normally include
preparation of the follow ng:

a. Al correspondence addressed in the Departnent of the Navy
Correspondence Manual, to include:

(1) Standard letters,
(2) Multiple-address letters,
(3) Endorsenents,
(4) Menoranda, and
(5) Business letters.
b. Naval nessages per the provisions of NTP 3, USN PLAD 1.

c. Command-issued directives and publications, per the
provi si ons of MCO P5215. 1.

d. Special forms to include, but not limted to:
(1) Meritorious Masts,
(2) Recommendations for personal (and other) awards,
(3) Recommendations for administrative discharge,
(4) AA Forns, and
(5) Fitness reports.

2. The correspondence section should maintain, as a mnimm a
copy of the follow ng references:

a. MCO P1070.12, |RAM (PCN: 10200430500);

b. MCO P1610.7, Perfornmance Eval uation System (PES) (PCN
10202100000) .

c. MCO P3040.4, Marine Corps Casualty Procedures Manual (PCN:
10203060000)

d. MCO P1650.19, Adninistrative and |ssue Procedures for
Decorations, Medals, and Awards (PCN. 10202200000)

e. DoD 4525.8-M DoD Oficial Miil Mnual (PCN. 41100063800)
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f. MCO 5216.9, Administrative Action (AA) Form NAVMC 10274 (Rev. 4-72) (PCN. 10207631000);
g. MCO 5210.11, Records Managenent Program for the Marine Corps (PCN. 10207480000);

h. MCO P5215.1, The Marine Corps Directives System (PCN:. 10207570000) ;

i. MCO 5216.11, Congressional Correspondence (PCN. 10207630000);

j. MCO 5216.16, Use of the Terms Reference and Enclosure (PCN: 10207630800);

k. NTP 3, Tel econmuni cations Users Manual (PCN: 50100378000);

I . SECNAVI NST 1650.1, Navy and Marine Corps Awards Manual (PCN. 21600050000)

m  SECNAVI NST 5210. 11, Standard Subject ldentification Codes (PCN. 21600280000);

n. SECNAVI NST 5212.5, Navy and Marine Corps Records Disposition Manual (PCN. 21600355600);
0. SECNAVI NST 5216.5, Departnent of the Navy Correspondence Manual (PCN. 21600400000); and,

p. USN PLAD 1, Message Address Directory (PCN. 50100379100);

2005. LEGAL SECTION. Legal services specialists (MXS 4421) are not nornally assigned to
performreporting unit level legal functions. As such, administrative clerks are assigned to
the |l egal section and are responsible for providing the command with clerical support in |egal
adm nistration matters. Figures 2-1 through 2-8 nmay be used in the perfornmance of the command’s
| egal functions. The legal section normally perforns the follow ng adninistrative actions:

1. UPB. A UPB sheet is prepared to record the inposition of NJP for enlisted personnel. The
| egal section will establish and naintain the conmander’s UPB binder within a | egal section per
MCO P5800.8, LEGADM NVAN. The legal clerk will ensure that all conpleted actions are furnished
to the personnel section (unit diary/pay) for reporting into MCTFS. |f desired, use figure 2-1
for this purpose.

2. Accused’s Acknow edgnent of Rights. The commander is responsible for advising individuals
of their rights per the UCMJ, Article 31, and JAGQ NST 5800. 7C, Manual of the Judge Advocate
CGeneral (JAGVAN), Section 0109. The legal section will prepare an "Accused’'s Notification and
El ection of Rights" formand forward it to the commander to obtain necessary signatures. Use
the formats contained i n appendi x A-1-b, appendix A-1-c, or appendix A-1-d, as appropriate, in
preparing the form The formis then attached to the UPB and forwarded along with the SRB (if
avai l able) to the respective commander for action.

3. Summary Transcript of Proceedings. The officer inposing NJP will prepare, or have the |egal
section prepare, a sunmary transcript of the NJP proceedings. Conplete the summary transcri pt
of proceedings by using the forns prescribed in appendices A-1-e and A-1-f of the JAGVAN. The
conmander is responsible for ensuring that the forns are properly conpleted, including the
nane(s) and identification of witness(es), and attached to the conpleted UPB sheet prior to
filing in the commander’s UPB.

4. Notification Letters. The legal section is responsible for the preparation of letters of
notification to the next of kin when personnel enter an unauthorized absence or deserter status
per the LEGADM NVAN.

5. DD Form553 and DD Form 616. The |legal section is responsible for preparing and
distributing the DD Form 553 (Absentee Wanted by the Armed Forces) for all personnel declared
deserters and preparing and publishing the DD Form 616 (Report of Return of Absentee Wanted by
the Armed Forces) upon a deserter’s return to nilitary control. See MCO P5800.8C, paragraphs
5002. 2d and 5009. 6a(3), respectively. For those Marines with dependents, who enter a desertion
status, ensure conpliance with MCO P5800.8C, paragraph 5004 and MCO P5512. 11, paragraph 4012.
Figures 2-7 and 2-8 provide conpletion instructions for the DD Form 553 and 616, respectively.

6. Control of Absentees and Deserters. The legal section is responsible for the control of
absentees and deserters. Mintain a current listing of all absentees and deserters. Open and
maintain a case file on all absentees who are UA for nore than a 24-hour period. The case file
shoul d contain copies of all letters to next of kin, checklists, clothing inventory sheets and,
when appropriate, copies of the DD Form 553 and DD Form 616. On the 91st day of absence,
conplete all actions required by the LEGADM NVAN and the IRAM At this tine, shift the case
file to an inactive file (nmaintained by the comrand adj utant or personnel section).

7. Effecting Reductions in G ade. Effect all reductions in grade in witing. The individual
bei ng reduced will receive the original copy of the reduction docunent. A court-martial order,
special order, or standard letter are proper vehicles of notification.
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8. Coordination with Gther Sections. Internal controls ordocunent flow should ensure that

| egal actions (reductions,forfeitures, etc.) requiring reporting into MCTFS and therecordi ng
of SRB entries are passed to the personnel section. Tinely reporting of MCTFS reportable
information will ensureaccurate and tinely paynent of pay and all owances. Figures 2-2through
2-6 provide sanples of checklists which can be devel opedto ensure all |egal and

adm ni strative actions are acconplishedfor Marines in a UA or deserter status. Figure 3-4
provi des asanpl e UA/ deserter service record audit checklist.

9. The legal section should maintain, as a mninmum a copy of thefollow ng references:

a. JAd NST 5800. 7, Manual of the Judge Advocate General (JAGVAN) (PCN. 40900580000)
b. Manual for Courts-Mrtial, United States, 1984 (PCN 50100339000; Binder: 50100339060);
c. MCO P1070.12, |IRAM (PCN: 10200430500);

d. MCO P1080.40, Marine Corps Total Force System Personnel Reporting |Instructions Manua
(MCTFSPRIM (PCN:. 10200570500) ;

e. MCO P5800.8, Marine Corps Manual for Legal Adm nistration (LEGADM NMAN) (PCN
10209190000) ; and,

f. SECNAVI NST 1640.9, Departnent of the Navy CorrectionsManual (PCN. 21600048000).

g. MCO P3040.4, Marine Corps Casualty Procedures Manual (PCN. 10203060000).

2006. DI RECTI VES CONTROL PO NT ( DCP)

1. General. The DCP will function under the guidelines set forthin MCO P5215.1. Under
consolidated administration, all required publications are published at the organi zati ona

| evel . Subordinate units will not naintain a separate DCP. |In addition to controlling the
i ssuance of command-issued publications, the following functions fall within the purview of
t he DCP:

a. Coordinating the organizational’s requirenents for publications;

b. Determining and effecting internal distribution ofauthorized inventories of publications
and mai nt enance t hereof;

c. Organi zing and mai ntai ning the DCP

d. Mintaining, storing, accounting for, and controlling the organization’s classified
mat eri al ; and

e. Conducting daily operation of the CMCC

2. Subparagraphs 2006. 3 through 2006.9 descri be procedures andgui delines pertinent to the
daily operation of the DCP. These instructions are not intended to serve as conprehensive
desktop procedures but, rather, to provide basic guidelines.

3. Determning Inventory Requirenents. Publications nmanaged by i ndividual organizations or
units are referred to as "inventories."” Each Marine Corps activity or command shall maintain
(or have access to) publications which are sufficient in quantity and variety to sustain its
operations. |In determning requirenents, consider factors such as the activity' s or
command’ s m ssion, number of personnel assigned or attached, type and quantity of equi prment
hel d, applicable contingency plans, and physical |ayout. Inventories may include publications
initially established by HQMC publication sponsors, Navy Departnent agencies, and separate
Marine Corps command activities. Figure 2-9 provides a recomended |isting of publications
whi ch conpany/ battery commanders nay need in the performance of their assigned duties. The
primary means of controlling an organizations publications inventory is through the Marine
Corps Publications Distribution System (MCPDS) and nmi nt enance of the activity’ s or conmand’ s
Publications Listing (PL). Commanders, officers in charge, other activity or departnent
heads, or their agents should strictly adhere to the "need to know' criterion

a. Deternmining Distribution of Authorized Publications Inventories

(1) Distribution of authorized publications inventories is based strictly upon a "need
to know." An affirmative answer to one or nmore of the foll owi ng questions would indicate a
"need to know. "

(a) I's the publication applicable to the specific mssion of the user?
(b) I's the publication applicable to the adm nistrative functions, organic
equi prent and mai nt enance or support functions designated, or inherent to the user?
(c) I's the dissem nation of the publication for command i nfornmation or action?
(d) If the publication is desired for reference purposes, how frequently will it
be used?
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(2) SECNAVI NST 5215.1, Departnent of the Navy Directives |ssuance
System allows conmanders to exercise their own retention judgnent on Navy
publications issued to their comand provi ded appropriate hi gher authority publishes
lists of publications which nust be held. MCO 5215.12 outlines the procedures for
reduci ng Navy publications held by Marine Corps units and sets forth action for
devel oping a "Must Hold" |ist.

b. Distribution Statenments. To facilitate information security,
di ssem nation of Marine Corps publications was fornmerly restricted only by designating
a publication either "controlled" or "noncontrolled". DoD 5200.1R states "certain
informati on that woul d otherw se be unclassified may require classification when
conbi ned or associated with other unclassified information". For this reason,
sponsors shall identify the degree of restriction of distribution for each of their
nont echni cal and technical publications based on the distribution statements. The
seven distribution statenents are:

(1) DI STRIBUTI ON STATEMENT A:. Approved for public rel ease;
distribution is unlinted.

(2) DI STRIBUTI ON STATEMENT B: Distribution authorized to
U S. Governnent agencies only; (fill in reason) (date). Oher
requests for this docunment wll be referred to (insert originating
conmand and organi zati on code).

(3) DI STRIBUTI ON STATEMENT C. Distribution authorized to
U S. Governnent agencies and their contractors; (fill in reason)
(date). Oher requests for this docunent will be referred to
(insert originating command and organi zati on code).

(4) DI STRIBUTI ON STATEMENT D: Distribution authorized to
DoD and DoD contractors only; (fill in reason) (date). GOher U S
requests shall be referred to (insert originating command and
organi zati on code).

(5) DI STRIBUTI ON STATEMENT E: Distribution authorized to
DoD components only; (fill in reason) (date). Oher requests nust
be referred to (insert originating command and organi zati on code).

(6) DI STRIBUTI ON STATEMENT F: Further dissem nation only
as directed by (insert originating command) (date) or hi gher DoD
aut hority.

(7) DI STRI BUTI ON STATEMENT X: Distribution authorized to
U S. Governnent agencies and private individuals or enterprises
eligible to obtain export-controlled technical data in accordance
wi th OPNAVI NST 5510.161. O her requests nust be referred to
(insert originating command and organi zati on code).

c. Odering Publications. A publication is considered noncontrolled
when it does not neet the definition of a controlled publication. Publications may be
requisitioned directly fromthe stock point w thout publications sponsor approval.
There are no quantity restrictions for publications. A requirenment for continuing
di stribution of publications is nade by adding the applicable PCN to the activity’'s/
command’ s PL resident in the MCPDS dat abase. Adding the PCNto the PL will ensure
automatic distribution of revisions and changes as they occur. Do not submt
requisitions for publications to the CMC (ARDE). The CMC (ARDE) will return w thout
action any requisitions for publications submtted to the CMC (ARDE) instead of the
stock point. Wen a publication's PCNis first added to the activity’'s/comand’ s PL,
the activity/command nmust requisition the publication fromthe stock point.

d. PL. Organizational and unit inventories are specified in a PL as
outlined in MCO P5600.31, Marine Corps Publications and Printing Regul ations.
Activities and commands will have a basic PL initially |oaded to MCPDS which
represents their Individual Activity Code’'s (I AC s) unique publications requirenments.
This initial (basic) PL was established either during the table of allowance for
publications (TAP) conversion to PL process, or is/was the result of a conm ssioning
al l omance. The publications "requirements”" shown in the MCPDS are both the
requi rements of the publications sponsors and the activity commander’s desire for
certain publications to appear in the inventory. The PL will change whenever the | AC
is included in the distribution for a new publication by a publications sponsor or
when the activity/command adds, del etes, or changes quantity of publication
requi rements through the MCPDS. Upon activation of the (basic) PL, the DCP should
review the PL in the MCPDS dat abase to deternmine if there is any need for additions,
del etions, or changes to authorized inventories. Under FMF centralized
adm nistration, the battalion, through its PL/IAC, assunes control of all publications
for the organi zation. Comanders should ensure that authorizations are not excessive
for their needs. (See paragraph 3210 of MCO P5600. 31G )

e. Reviewing the PL. The PL is a conputer-based inventory in the MCPDS
dat abase created for a specific activity or conmand which lists publications and their
respective quantities for which the activity or command is on distribution. The
purpose of the MCPDS is to provide commanders the ability to adjust their continuing
di stribution of mssion-essential publications and renove nonessential publications
fromtheir inventories in an on-line environnment. Currently MCPDS is the only vehicle
for nodifying an activity' s/command’'s PL. The MCPDS gi ves the conmander the
capability to:

(1) Change the mailing address associated with their |AC

(2) Change the status of whether or not the IACis
aut hori zed Navy personnel as per their T/Q
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(3) Change the T/ E nunber associated with their |AC

(4) Change the status on the availability of storage for
classified material.

(5) Change authorized USERID s designhated to a particul ar
I AC.

(6) Review and adj ust (add/change/del ete PCN quantity)
their PL using three separate nethods:

(a) Direct entry of an individual PCN and its desired
quantity. This option allows activities/commands to type in PCN(s)
and quantity(ies) to update the database. Use this nmethod to
change a small nunber of PCN's. Do not use this option for nmjor
PL changes.

(b) Display a list of all PCNs within a given | D CODE
(general SSIC category) or I D NO (technical equipnment identifier
code). This option lists all PCN's within the selected | D CODE/
ID-NO. This option can be used to update one or all PCN s |isted.

(c) Display a list of all PCNs for a given PCN prefix
(first three digits of a PCN). This option provides a listing of
all PCN(s) that begin with the specified 3-digit prefix entered.
This option can be used to update one or all of the listed PCN s.

(7) Display an individual PCN and the current quantity.
(8) Review sanme-day adjustnments to the PL.

f. Distribution of Publications. Distribution of authorized
inventories is acconplished by the publications stock point through
a uni que seven-digit I AC nunber. |AC s arrange identical Marine
Corps activities into groups. Each Marine Corps type activity is
assigned a four-digit Activity Code Nunber (ACN). An IACis
assi gned by the CMC (ARDE) and consists of the appropriate ACN
conbined with a three-digit suffix identifying a specific Marine
Corps activity. For exanple, |AC 4125021 is assigned to the
3d Battalion, 7th Marines. The ACN 4125 identifies the type
activity; i.e., infantry battalion. The ACN (4125) conbined with
the suffix 021, conpletes the I AC.

4. Controlling Distribution of Authorized Publications
Inventories. Control of Mrine Corps publications and directives
is acconplished as deternmined by the commander. Al staff sections
and subordi nate conmanders nust be kept informed of those
publications and directives they are currently authorized and
required to hold. Utimte responsibility for control and

mai nt enance of authorized inventories rests with the DCP.

a. Review of PL Requirenents

(1) One nmethod of ensuring sufficient quantities of
m ssi on-essential publications are maintained is to conduct a
formal review of inventory requirenents. Prior to conducting a
formal review of the PL wth individual commpdity areas (i.e., S-3,
S-4, etc.), it should be "worked" to ensure that the unit’s
internal distribution controls are in agreenent and any previously
entered changes requested by the commobdity areas are reflected.
El enents of an internal distribution control system nay include a
locally prepared conputerized (word processing or |ocally devel oped
dat abase file) listing, the NAVMC 2761, Catal og of Publications,
or a conprehensively annotated copy of the appropriate PL screens
printed fromthe MCPDS that show | ocati ons and quantities being
managed.

(2) Aformal inventory requirenments review may be
acconpl i shed in various ways. Two of the npbst commbn ways are by
ei ther conducting a PL review conference chaired by the adjutant or
by nenorandum addressed to each staff officer or subordinate
conmander presently on distribution for Marine Corps publications.
If the nenorandum nethod is used, the menorandum shoul d request
that the addressee review their authorized inventories of
publications and provi de any reconmended changes.

(3) Upon conpletion of the inventory requirenents review,
consolidate all requested additions, deletions, and quantity
changes to the inventory requirenments by PCN and enter the
adjustnments to the PL in the MCPDS.

(4) See paragraph 3210.5 of MCO P5600. 31G concer ni ng
notification requirements for FMF organizations schedul ed for
depl oynment/unit rotation.

b. Navy Departnent Agencies. Navy Departnent allowances
applicable for Marine Corps use are determned and controlled by
the respective conmponents of the Navy Department. Navy Depart ment
distribution and allowance |lists are published in the Standard Navy
Distribution List, Part 1, (OPNAV P09B2-107) (for Marine Corps
Fl eet Marine Force (FMF) (ground/aviation) organi zations) or
Standard Navy Distribution List, Part 2 (OPNAV P09B2-105) (for
Mari ne Corps non-Fl eet Marine Force (non-FMF) (ground/aviation)
organi zations). Information and instructions concerning
distribution, file maintenance, and requisition of Navy directives
are contained in MCO 5215.12 and SECNAVI NST 5215.1. Appendi x B,
par agraph 4, further discusses requisitioning procedures for Navy
publ i cati ons.
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5. Mintenance of Publications. The housing and nai nt enance of
publications will be as prescribed in MCO P5215.1. A "read board"
consisting of publications of interest to subordinate unit
conmanders, but not necessary for themto hold, should be

establ i shed and mai ntai ned by the adjutant for the unit conmanders
to review and initial on a weekly basis.

6. Command Correspondence File. Establish and maintain the
conmand’ s official correspondence file within the DCP per

SECNAVI NST 5210.11 and MCO 5210.11. Although you may authorize
staff sections to hold copies of conmand correspondence which they
originate and sign "by direction," file the official file copy
(yell ow mani fold or photo copy) of all comrand correspondence
within the DCP. The staff section should maintain only a white
mani fol d or photo copy of such correspondence within their
respective staff section. |In this manner, correspondence files
within staff sections are considered "working files" and not

subsi diaries of the command official correspondence file. Staff
sections should prepare a yellow copy of all "by direction"
correspondence they generate and submt it pronptly to the

organi zational adjutant follow ng signature. The adjutant may then
assenbl e yel |l ow copi es of "by direction" correspondence (comonly
referred to as a "Day File") in a chronological file, on a daily
basis, and route to the organi zati onal conmmrander for review.

7. The DCP should maintain, as a mininmum a copy of the follow ng
ref erences which relate to their day-to-day operations.

a. Per enclosure (1) to MCO 5210.11, the follow ng references
are applicable to records nmanagenent:

(1) MCO 5213.7, Marine Corps Forns Managenent Program
(PCN: 10207530000) ;

(2) MCO 5214.2, Marine Corps Reports Managenent Program
(PCN:  10207550500) ;

(3) MCO P5231.1, Life Cycle Managenent for Autonated
Information Systenms (PCN:. 10207711300);

(4) OPNAVI NST 5510.1, Departnent of the Navy |nformation
and Personnel Security Program Regul ations (PCN: 21800150000);

(5) OPNAVI NST 5513.1, Departnent of the Navy Security
Cl assification Guidance (PCN: 21800141000);

(6) SECNAVI NST 5210.8, Records Managenent Program for the
Departnment of the Navy;

(7) SECNAVI NST 5210.11, Standard Subject ldentification
Codes (PCN: 21600280000);

(8) SECNAVI NST 5212.5, Navy and Marine Corps Records
Di sposi tion Manual (PCN. 21600355600); and,

(9) SECNAVI NST 5216.5, Departnent of the Navy
Correspondence Manual (PCN: 21600400000);

b. Per enclosure (1) to MCO 5210.11, the follow ng references
pertain to directives managenent:

(1) MCO P5215.1, The Marine Corps Directives System (PCN:
10207570000) ;

(2) MCO P5215.17, The Marine Corps Technical Publications
System (PCN: 10207590200) ;

(3) MCO 5216.11, Congressional Correspondence (PCN
10207630000) ;

(4) DPSINST 5215.1, Departnent of the Navy Directives
I ssuance System Consolidated Subject Index (PCN. 71000000000 and
71000000100)

(5) SECNAVI NST 5210.8, Records Managenent Program for the
Departnment of the Navy;

(6) SECNAVI NST 5210.11, File Mintenance Procedures and
St andard Subject Identification Codes (PCN. 21600280000);

(7) SECNAVI NST 5216.5, Departnent of the Navy
Correspondence Manual (PCN: 21600400000);

(8) OPNAV P09B3-105, Catal og of Naval Shore Activities -
Includes Part |1, Standard Navy Distribution List (Unclassified);

(9) OPNAVI NST 5510.1, Departnent of the Navy |Information
and Personnel Security Program Regul ations (PCN: 21800150000);
and,

(10) OPNAVI NST 5513.1, Departnent of the Navy Security
Classification Guidance (PCN. 21800141000);

c. Additional reference requirenents:

(1) MCO P3040.4, Marine Corps Casualty Procedures Manual
(PCN: 10203060000) .

(2) MCBul 5215 Series, Navy "All Ships and Stations"
Checklist (PCN. 71000000400);

(3) MCBul 5600 Series, Marine Corps Warfighting
Publ i cations Status (PCN. 10208632900);
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(4) MCO 4420.4, DODADD (PCN. 102054100000).

(5) MCO 5210. 11, Records Managenent Program for the Marine
Corps (PCN. 10207480000);

(6) MCO P5211.2, The Privacy Act of 1974 (PCN
10207495000) ;

(7) MCO 5215.12, Maintenance of Navy Departnment Letter-Type
Directives (PCN. 10207580000);

(8) MCO 5600.20, Marine Corps Warfighting Publications
System (PCN:. 10208640000) ;

(9) MCO P5600. 31, Marine Corps Publications and Printing
Regul ati ons (PCN. 10208650000) ;

(10) MCO P5720.56, Availability to the Public of USMC
Records (PCN:  10208951200);

(11) NAVMC 2761; Catal og of Publications (PCN
10001345000) ;

(12) NPFC PUB 2002, Unabridged Navy I ndex of Publications
and Fornms (PCN:. 20800500000) .

(13) SECNAVI NST 5215.1, Departnent of the Navy Directives
| ssuance System

(14) SL-1-2, Marine Corps Stock List - Index of Authorized
Publ i cati ons for Equi prent Support (PCN. 12100000300);

(15) SL-1-3, Marine Corps Stock List - Index of
Publ i cati ons Authorized and Stocked by the Marine Corps (PASM)
(PCN:  12100000300); and,

(16) SL-8-09993A, Marine Corps Stock List of Blank Fornms
(PCN:  12809993000) ;

2007. CQws/ CMCC

1. The organizational classified files, although an extension of
the DCP, are not collocated within the DCP. The duties of the
CVMs/ CMCC nay be assigned/redistributed at the discretion of the
battal i on/ squadron conmmander.

2. The daily operation of the classified files is conducted per
current editions or revisions of the foll owi ng publications and
directives and locally established procedures:

a. CMs-4, Communi cation Security Material Systens (CWMVS)
Manual issued by the Departnent of the Navy.

b. MCO 2670.1, Procedures for Handling, Accounting and
Transporti ng COMSEC Material (PCN. 10202956900).

c. MO 5510.15, Control of Security and Access to Property and
Pl aces Under Mlitary Command (PCN. 10208490300).

d. OPNAVI NST 5510.1, Department of the Navy Information and
Per sonnel Security Program Regul ation (PCN. 21800150000).

e. Security Manager’s Handbook, published by the Ofice of
Naval Intelligence (ON).
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Ser #
Dat e

LEGAL ACTI ON CHECKLI ST FOR NONJUDI Cl AL PUNI SHVENT

NAME: GRADE: SSN:

LEGAL: UPB

SUMVARI ZATI ON

ACKNOWLEDGEMENT OF RI GHTS WAI VER

ACKNONLEDGEMENT OF APPEAL RI GHTS

REDUCTI ON LETTER/ SPECI AL ORDER

ADM N:
SERVI CE RECORD BOOK UNI T DI ARY CORRESPONDENCE
PAGE 3 o upt FIT REP
ROS o DID | D CARD

PAGE 11 o
PAGE 12 o
GCM o 1. UD ENTRY
LES o
1. UD ENTRY
2. UD ENTRY: MARKS CON PRO ___ OCC RD ED

VACATI ON OF NJP:

REMARKS:

LEGAL OFFI CER: PERSONNEL OFFI CER:

Figure 2-1.--Sanple Legal Action Checklist for
Nonj udi ci al Puni shrent .
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UA LEGAL ACTI ONS CHECKLI ST

(LAST NAME FI RST NAME M DDLE | NI TI AL) (SSN)

( GRADE) ( PLATOON/ SECTI ON) ( COVPANY/ BATTERY)
(TIME & DATE ABSENCE BEGAN) (TIME & DATE ABSENCE TERM NATED)
SURRENDER - YES [ ] NO [ ] APPREHENDED - CA [ ] MA [ ]
ABSENCE FOR LESS THAN 24 HOURS I NI TI ALS

Unit diary entry. (Ref: MCO P1080.40, MCTFSPRI M)

Adm nistrative Determ nation by Conpany/Batt ery/ Squadr on
Conmander :

Excuse as unavoidable - Yes [ ] No [ ]
Prepare UPB sheet - Yes [ ] No [ ]

UPB sheet (NAVMC 10132) prepared per MCO P5800. 8,
LEGADM NMVAN

Conpany/ Bat t ery/ Squadr on Commander’s Acti on:

Nonpuni tive action taken per MCM 1984, R C M
306(c)(2). Conplete UPB sheet. (Ref: MCO P5800. 8,
LEGADM NVAN)

NJP awar ded under Article 15, UCMI. Conplete UPB
sheet. (Ref: MCO P5800.8, LEGADM NVAN)

Unit diary entry to report NJP awarded and change of
GCM comencenent date. (Ref: MCO P1080.40, MCTFSPRI M
Unit Diary # Date

Service record entries to reflect "Booker Rights
Statenent,” NJP awarded, and change of GCM comrencenent
date. (Ref: MCO P1070.12, |RAM

Referred to superior authority for action.
Conpl ete UPB sheet. (Ref: MCO P5800.8, LEGADM NVAN)

Superior Authority’ s Action:

NJP awar ded under Article 15, UCMI. Conplete UPB
sheet. (Ref: MCO P5800.8, LEGADM NVAN) Comander
taking action enters initials in item 11l of UPB sheet.

Unit diary entry to report NJP awarded and change
of GCM commencenent date. (Ref: MCO P1080. 40,
MCTFSPRIM  Unit Diary # Date

Service record entries to reflect "Booker Rights
Statenent,” NJP awarded, and change of GCM comrencenent
date. Ref: MCO P1070.12, | RAM

Figure 2-2.--Sanpl e Checklist of Required Legal Actions
for Unauthorized Absence.
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ABSENCE FOR MORE THAN 24 HOURS

Personnel O ficer’s Action

Unit diary entry. Ensure corrective action is
taken immediately in the event the entry fails to post
in MCTFS. (Ref: MCO P1080.40, MCTFSPRI M

Service record entry. (Ref: MO P1070.12, |RAM

Ensure copy of inventory of all Governnent property
and personal effects is naintained in service record
book. (If no itens of uniformclothing/personal effects
are found, prepare statenent accordingly.

Prior to the 10th day of UA prepare and nail a
letter to the primary next of kin advising of the
Marine' s status and request assistance in returning
the Marine to the parent conmand. File a copy of the
letter on the docunent side of the field service record
until return of the Marine and conpletion of al
adm ni strative/disciplinary action. (Ref: MCO P5800. 8,
LEGADM NVAN)

When a Marine has been in a UA status for 20 days:

(1) Send letter of notification of BAQ
entitlement to primary next of kin if BAQ is authorized
for reason of dependency (Ref: DODFMR)

(2) File a copy of BAQ entitlenent notification
letter on the docunent side of the field service
record.

Prepare a unit diary entry when a Marine in a UA status
at the time of arrest by civil authorities to change
status to IHCA as of the tine and date of arrest.

(Ref: MCO P1080. 40, MCTFSPRI M

Figure 2-2.--Sanpl e Checklist of Required Legal Actions for

Unaut hori zed Absence- - Conti nued.
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RETURN FROM UA LEGAL ACTI ONS CHECKLI ST

(LAST NAME FI RST NAME M DDLE | NI TI AL) (SSN)
( GRADE) ( PLATOON/ SECTI ON) ( COVPANY/ BATTERY)
(TIME & DATE ABSENCE BEGAN) (TIME & DATE ABSENCE TERM NATED)

SURRENDER - YES [ ] NO [ ] APPREHENDED - CA [ ] MA [ ]

ACCOWPLI SH THE FOLLOW NG ACTI ONS I NI TI ALS
1. Unit diary entry. (Ref: MOO P1080.40, MCTFSPRI M

2. Service record entries. Ensure dates on pages 3
and 12 agree:

a. Page 3, Chronol ogical Record (Ref:
MCO P1070. 12, | RAM

b. Page 12, O fenses and Puni shnents (Ref:
MCO P1070. 12, | RAM

| NOTE: Refer to DODFMR, par. 10312b and Tabl e |
| 1-3-3 for required adnministrative |
| determ nati on as to whether the absence |
| was unavoi dabl e. |
I |

3. Effect liaison with disbursing officer to deterni ne
if allotments were stopped; if so, and Marine desires to
reregister the allotnents, ensure appropriate action is
taken. (Ref: MCO P7220.31, APSM

4. Governnent property, individual uniform clothing and
personal effects recovered fromunit supply officer.
(Ref: MCO P4050. 38 and MCO P5800. 8, LEGADM NVAN)

5. Disposition Action:
a. By immedi ate commandi ng of ficer (conpany conmander)
Excuse as unavoi dable - Yes [ ] No [ ]
Prepare UPB sheet - Yes [ ] No [ ]

(1) UPB sheet (NAVMC 10132) prepared per
MCO P5800. 8, LEGADM NMAN, to record disposition action.

(2) Nonpunitive action taken per MCM 1984,
R CM 306(c)(2). Conplete UPB sheet. (Ref:
MCO P5800. 8, LEGADM NVAN)

(3) NJP awarded under Article 15, UCMI.
Conpl ete UPB sheet. (Ref: MCO P5800.8, LEGADM NVAN)

(4) Unit diary entry to report NJP awarded and
change GCM commencenent date. (Ref: MCO P1080. 40,
MCTFSPRI M Unit Diary # Date

(5) Service record entries to reflect "Booker
Ri ghts Statement,” NJP awarded, and change of GCM
comrencenent date. (Ref: MCO P1070.12, |RAM

Figure 2-3.--Sanpl e Checklist of Required Legal Actions Upon
Return From UA of More Than 24 Hours Where Marine
Not Decl ared a Deserter.
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RETURN FROM UA LEGAL ACTI ONS CHECKLI ST

ACCOWPLI SH THE FOLLOW NG ACTI ONS- Cont i nued NI TIALS

b. Referred to superior authority recomendi ng
action that could not be legally acconplished at the
conpany |l evel. Conplete UPB sheet. (Ref: MM 1984
and MCO P5800. 8, LEGADM NVAN)

(1) NJP awarded under Article 15, UCMI.
Conpl ete UPB sheet. (Ref: MCO P5800.8, LEGADM NNVAN)

(2) If reduction in grade ordered, prepare
correspondence/ speci al order to effect any reduction
in grade (not suspended). (Ref: MCO P1400. 32,
MARCORPROMMVAN, VOL 2, ENLPROM and MCO P1000. 6, ACTS
Manual )

(3) Make unit diary entries to reflect NP
awar ded and change GCM comrencenent date. (Ref:
MCO P1080. 40, MCTFSPRI M

(4) Make appropriate entries on page 12 of the
service record to reflect the NJP awarded and change of
GCM comencenent date. (Ref: MCO P1070.12, |RAM

(5) If referred to trial by court-nartial,
ensure i mredi ate comandi ng officer is apprised of:

(a) Sentence of court-nartial.
(b) Convening authority’s action.
(c) Supervisory authority’s action.

(6) Conplete UPB sheet. (Ref: MCO P5800. 8,
LEGADM NVAN)

(7) If convicted by court-martial, ensure, if
applicable, unit diary entry is nmade to refl ect sentence
of court-martial. (Ref: MCO P1080.40, MCTFSPRI M

(8) Prepare Record of Conviction By Court -
Martial (NAVMC 118(13)). (Ref: MCO P1070.12, |RAM

(9) File duplicate original or certified copy
of general or special court-martial pronul gating orders
on the docunent side of the field service record.

(Ref: JAG NST 5800.7, JAGWAN)

(10) If reduction is ordered and execut ed,
report reduction conduct and duty proficiency marks
on the unit diary or GC fitness report. (Ref:

MCO P1070.12, | RAM MCO P1080. 40, MCTFSPRI M and
MCO P1610. 7, PES)

Conduct Duty Proficiency

6. Wien applicable, notification to parents, spouses,
or guardi ans of person to be tried on serious charges,
or who are to be discharged prior to the expiration of
their enlistnment. (Ref: MCO P1900.16, MARCORSEPMAN)

Figure 2-3.--Sanpl e Checklist of Required Legal Actions Upon
Return From UA of Mdre Than 24 Hours Where Marine
Not Decl ared a Deserter--Continued.
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CHECKLI ST FOR I NI TI AL LEGAL ACTI ONS FOR DECLARATI ON OF DESERTI ON

(LAST NAME FI RST NAME M DDLE | NI TI AL) (SSN)
( GRADE) ( PLATOON/ SECTI ON) ( COVPANY/ BATTERY)
(TIME & DATE ABSENCE BEGAN) (TIVE & DATE ABSENCE TERM NATED)

SURRENDER - YES [ ] NO [ ] APPREHENDED - CA [ ] MA [ ]

1. Policies Regarding Deserters

a. Absentees will ordinarily be carried on the rolls of the
organi zation to which joined or attached during the first 30 days
of absence.

b. On the 31st day of absence, or the first working day
thereafter, an absentee will be declared a deserter.

| NOTE: Marines in the hands of civil authorities will be brought |
back froma UA status and recl assified as | HCA whenever |
the state of confinement is determned. |f the Marine has|
al ready been declared a deserter, the desertion status |
nmust be term nated, and the Marine then reclassified |
as | HCA. |

|

c. Personnel with less than 30 days unaut horized absence wl|l
not normally be declared a deserter.

| EXCEPTION: UA as a result of escape fromarrest, confinenent, or|
| froma guard, UA which results in mssing novement, |
| or failure to conply with stragglers orders, are |
| grounds for imediate declaration of desertion. |
I |

2. Wen a Marine is declared a deserter, acconplish the |INTIALS
foll owi ng acti ons:

a. Unit diary entry. (Ref: MO P1080.40, MCTFSPRI M
Ensure the reporting of proficiency and conduct marks | AW
t he | RAM

b. Field service record entries, pages 3 and 12.
(Ref: MCO P1070.12, |IRAM

c. Prepare and distribute Report of Absentee Wanted
by the Arned Forces (DD Form 553) per the instructions
contai ned in MCO P5800.8, LEGADM NMAN.

d. Ensure appropriate health record entries are
made by unit nedical representative. Ensure health and
dental records are picked up fromthe nedical
representative and filed with the field service record.
In the event the health and/or dental cannot be | ocated,
make a page 11 entry in the field service record to
reflect this fact. (Ref: Manual of the Medical
Depart ment, MANVMED)

e. FEffect liaison with the disbursing officer to
ensure allotnments have been stopped. (Ref: MCO P5800. 8,
LEGADM NVAN and DODFMR)

f. Initiate action to obtain surrender of the
Uni form Services Identification and Privilege Card from
the dependent(s) of the deserter. (Ref: MCO P5512.11
and MCO P5800. 8, LEGADM NVAN)

Figure 2-4.--Sanple Checklist of Initial Legal Actions for
Declaring a Marine a Deserter.
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NI TIALS

g. Wien a Marine is declared a deserter
imrediately termnate his/her eligibility in the DEERS
dat abase by reason of desertion, then attenpt to recover
dependent (s) identification card(s). (Ref:
MCO P5512. 11).

h. If it is believed that the deserter has a
dependent receiving health benefits, acconplish
notification required by SECNAVI NST 6320. 18.

i. Prior to dropping the Marine fromthe rolls of
the unit and after the Marine has been declared a
deserter, it is necessary that the running of the
statute of limtations be tolled. Ensure appropriate
charges have been drafted, preferred, delivered, and
recei pted for by the officer exercising sunmary court-
martial jurisdiction over the Marine. The origina
charge sheet is inserted in the field service record.
(Ref: MCO P1070.12, | RAM

j. Notify the supply officer that the individua
is to be dropped fromthe rolls as a deserter in order
that a checkage for m ssing/damaged government property
can be prepared and inserted in the Marine's field
service record.

k. If required, prepare DC fitness report fromthe
day following |ast report to the day prior to the first
day of reported UA. (Ref: MCO P1610.7, PES)

I. On 91st day of absence, forward field service
record, health record, and dental record to the CMC
(MHO). (Ref: MCO P1070.12, |RAM

NOTE: WESTPAC conmands will retain the deserter’s SRB for only
60 days. On the 61st day of absence, WESTPAC commands
wi || rmake appropriate service record and unit diary
entries and forward the SRB to the CMC (MHC) for
retention. WESTPAC conmmands will ensure conpliance with
par agraph 5002. 2 of MCO P5800. 8C, LEGADM NMAN, prior to
forwarding the record. Additionally, WESTPAC comrands
are required to advise the CMC (MHC), by nessage, the
date the service record is forwarded. See LEGADM NVAN
par agraph 5009. 3b(3)(a).

Figure 2-4.--Sanple Checklist of Initial Legal Actions for
Declaring a Marine a Deserter--Continued.
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CHECKLI ST FOR LEGAL ACTI ONS UPON RETURN FROM DESERTI ON

(LAST NAME FI RST NAME M DDLE | NI TI AL) ( SSN)

( GRADE) ( PLATOON SECTI ON) ( COVPANY/ BATTERY)
(TIME & DATE ABSENCE BEGAN) (TI ME & DATE ABSENCE TERM NATED)
SURRENDER - YES [ ] NO [ ] APPREHENDED - CA [ ] MA [ ]
ACCOWVPLI SH THE FOLLOW NG ACTI ON: I NI TI ALS
1. If the deserter surrenders to the organization from

whi ch he/she absented hinsel f/herself, he/she will be
delivered to the command personnel /assi gnnent office
(i.e., Base/Station Adjutant/Personnel Ofice) for
joining and administrative assignment.

2. Upon joining a Marine fromdesertion, acconplish
the follow ng:

a. Unit diary entry. Ensure entry is nmade to
renove mark of desertion, if applicable. (Ref:
MCO P1080. 40, MCTFSPRI M

b. Field service record entries. Ensure dates
on pages 3 and 12 agree. Ensure entry is nade to
renove mark of desertion, if applicable. (Ref:

MCO P1070. 12, | RAM

c. Correct record of enmergency data information.
(Ref: MCO P1080. 40, MCTFSPRI M

d. Upon return to mlitary control and to a pay
status, SGA.I coverage held and any designation of
beneficiary(ies) in effect prior to the absence are
automatically revived. Ensure preparation and
distribution of DD Form 616, Return of Absentee
Wanted by the Arned Forces. (Ref: MCO P5800. 8,
LEGADM NMAN, MCO P1741.8 and MCO P7220.31, APSM

e. Effect liaison with disbursing and register/
reregister allotnments desired by the Marine.
Reest abl i sh direct deposit, if applicable.

f. Afford Marine the opportunity to make
application for BAQ and BAS, if applicable.

g. Recover governnent property, individual
uni formcl othing and personal effects fromthe unit
supply officer for delivery to the Marine.

h. If applicable, process the Request for Checkage
for Lost, Destroyed, or Damaged CGovernment Property
(NAVMC 6). (Ref: UM 4400-15 and UM 4400- 124)

i. |If declaration of desertion deternined to be
erroneous due to adninistrative error, prepare a formal
| etter explaining reason to each addressee listed on
the DD Form 553. (Ref: MCO P5800.8, LEGADM NVAN)

j. Prepare DD Form 1172, Application for Uniform
Services ldentification Card--DEERS Enrol |l ment and
i ssue a Uniform Services Identification and Privil ege
Card to Marine’'s dependent(s), if applicable. (Ref:
MCO P5512. 11)

k. Return service records to proper custodian.
If service records are not held, request service records
fromfornmer comrand or the CMC (MHC), as appropriate.
If service records are mi ssing, open tenporary service
record and request copies of service record pages from
the CMC (MVBSB-10), to include of a copy of the DD Form
1966. (Ref: MCO P1070.12, | RAM and MCO P5800. 8,
LEGADM NVAN)

Figure 2-5.--Sanpl e Checklist of Required Legal Actions
Upon Return From Desertion.
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ACCOWPL| SH THE FOLLOW NG ACTI ON- Cont i hued: I NI TIALS

3. Disposition Action
a. By imediate commandi ng of ficer

(1) Take nonpunitive action per MCM 1984,
Conpl ete UPB sheet. (Ref: (MCO P5800.8, LEGADM NNMAN)

(2) Award nonjudicial punishnent under Article
15, ucMl.

(a) Conplete UPB sheet. (Ref: MCO P5800. 8,
LEGADM NVAN)

(b) Make unit diary entry to reflect NP
awar ded and change GCM commencenent date. (Ref:
MCO P1080. 40, MCTFSPRI M

(c) Make entry on page 12 of the field
service record to reflect "Booker Rights Statenent,”
NJP awar ded, and change of GCM commencenent date.
(Ref: MCO P1070.12, |RAM

(3) Refer case to superior authority.
Conpl ete UPB sheet. (Ref: MCO P5800.8, LEGADM NVAN)

b. By superior authority

(1) Refer to trial by court-nartial, admnister
NJP, or take nonpunitive action. (Ref: MM 1984 and
MCO P5800. 8, LEGADM NVAN)

(2) Conplete UPB sheet and return appropriate
copy to inmmedi ate commandi ng of ficer. (Ref:
MCO P5800. 8, LEGADM NVAN)

(3) Prepare correspondence or special order to
reflect any reduction in grade awarded and not
suspended. (MCO P5800.8, LEGADM NVAN and MCO P1000. 6,
ACTS Manual )

(4) If referred to trial by court-martial,
ensure i medi ate commandi ng of ficer is kept apprised
of :

(a) Sentence of court-narti al

(b) Convening authority’'s action on
court-marti al

(c) Supervisory authority’s action on
court-martial

c. By imediate commandi ng of ficer after receipt
of disposition action from superior authority:

(1) Conplete UPB sheet as required by MCO
P5800. 8, LEGADM NVAN.

(2) Make unit diary entries to reflect NJP
awar ded and change in GCM commencenent date. (Ref:
MCO P1080. 40, MCTFSPRI M

(3) If court-martial awarded, ensure unit
diary entry is made to reflect sentence of court-
martial, when applicable. (Ref: MCO P1080. 40,
MCTFSPRI M)

(4) Make entries in field service record to
refl ect change in GCM commencenent date and NJP awar ded
or prepare page 13, Record of Conviction by Court-
Martial, as appropriate. (Ref: MCO P1070.12, |RAM

(5) Notification to parents, spouse, or
guardi ans of persons to be tried on serious charges or
who are to be discharged prior to expiration of their
enlistnent. (Ref: MCO P1900.16, MARCORSEPNAN)

Figure 2-5.--Sanple Checklist of Required Legal Actions
Upon Return From Desertion--Continued.



MCAP

SAMPLE STRAGGLER ORDERS CHECKLI ST

(Last Name, First Nane, Mddle Initial) ( Rank) ( SSN/ MOS)

PARENT COMVAND

TELEPHONE NUMBER (DSN or Commer ci

CQ' O ¢ 1st Sgt

UA/ AWOL SI NCE

YES
1. DD Form 553 on file?
2. Marine considered dangerous?

3. Marine considered responsible to conply with
straggl er orders?

4., Oders marked DUPLI CATE ORI G NAL?

5. Hour/date/signature of Marine on original and
file copy of orders?

6. GIR issued with "GOOD FOR DESTI NATI ON ONLY, LEAST
COSTLY SERVI CE AND MODE OF TRANSPORTATION IS TO BE USED'
and "GOOD FOR TWD DAYS ONLY" in the fiscal data or

speci al acconmodati on and requirenents bl ock?

7. DD Form 139 issued?

8. Copy of DO receipt on file?

9. CMC nessage rel eased?

TRAVEL | TI NERARY

CARRI ER: FLT # Al RPORT:

DEP DATE/ TI ME:

ARR DATE/ TI ME:

DEP DATE/ TI ME:

ARR DATE/ TI ME:

WLL MEALS BE SERVED? Yes ( ) No ()
MEAL TICKET ISSUED? Yes () No ( ) MEAL COST:

Al RLI NE COST: BUS LI NE COST:

Figure 2-6.--Sanple Straggler Orders Checklist.
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DD FORM 553 COVPLETI ON | NSTRUCTI ONS

Block 1. DATE FORM | S PREPARED. Enter date of preparation,
year/ nont h/ day; e.g., 90/12/28.

Block 2. TO BLOCK. One of three major entries are usually
entered in this block.

OQR/ SRB of Marine [absentee],

cMC (MHO), or

See Distribution List.
Bl ock 3. ORGAN ZATI ON OR ACTIVITY AND PLACE FROM VWHI CH ABSENT.
Enter the absentee’s organization or activity and place from which

absent. |f UA occurs while in transit, list old and new units in
Bl ock 36, Remarks. (Source of information: SRB/ OQR, page 3.)

Bl ock 4. DI STRI BUTI ON

1. Forward the original DD Form 553 to the CMC (MHC) within seven
days of declaring a Marine a deserter.

2. Copy on docunent side of the service record.

3. Copy to primary next-of-kin. (Source of information: RED in
the SRB/ OQR.)

4. Copy to units assigned reporting and prisoner escort
responsibilities. (See MCO P5800.10.)

Bl ock 5. ABSENTEE | DENTI FI CATI ON

a. NAME. Enter the last nanme, first nane, and mddle initial,
in that sequence.

b. GRADE OR RATE. Enter the mlitary grade/rate (nane and
code) of the named absentee; for exanple, Private, Airnman Basic,
Seanan Recruit, E-1; Corporal, E-4; etc.

c. SEX. Enter the absentee's sex; i.e., Male (M, or
Fermal e (F).

d. RACE. Enter the absentee’'s race code as contained in the
MCTFS. See MCO P1080. 20, MCTFSCODESMAN for code definitions.

e. PLACE OF BIRTH. Enter the city, state, and country, in
that order. (Source of information: DD Form 4, NAVMC 763, or
DD Form 1966 in SRB/ OQR.)

f. DATE OF BIRTH Enter the absentee’s date of birth,
year/ nont h/ day; e.g., 45/12/01. (Source of information: DD Form
4, NAVMC 763, or DD Form 1966 in SRB/ OQR )

HEI GHT. Enter the absentee’'s height in inches; e.g., 72".
(Source of information: Medical Record.)

h. WEIGHT. Enter the absentee’s weight in pounds. (Source
of information: Medical Record.)

i. EYES (COOR). Enter the color of the absentee’s eyes;
i.e., blue (BL), green (&R), black (BK), brown (BR), or hazel (HA).
(Source of information: Mdical Record.)

j. HAIR (CO.OR). Enter the color of the absentee’s hair;
i.e., brown (BR), black (BK), blonde (BL), gray (&R), red (RD),
bald (BA), or white (WH). (Source of information: Medical
Record.)

k. DIP CONTROL NO (Deserter Information Point Control Nunber).
Enter the appropriate sequential DI P Control Number assigned by
the using agency to account for cases entered into the National
Crine Information Center (NCIC) of the FBI. |f unknown, |eave
bl ank.

|. SERVICE. Enter the code for the absentee’'s branch of
service; i.e., Arny (A, Navy (N), Marine Corps (M, or Air Force
(F).

m SOCIAL SECURITY NO . Enter the absentee’s SSN. (Source
of information: DD Form 4, NAVMC 763, or DD Form 1966 in the

SRB/ OR. )

n. CITIZENSH P. Enter the country of which the absentee is a
citizen. (Source of information: NAVMC 763 or DD Form 1966 in
the SRB/ OQR.)

o. MARITAL STATUS. Enter Married, Single, D vorced, Wdow,
or Wdower as appropriate.

Figure 2-7.--Conpletion Instructions for DD Form 553
(Absentee Wanted by the Arnmed Forces).
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| TARY OCCUPATION. Enter the absentee’'s specific prinmary
le. (Source of information: SRB/OQR page 8a.)

p. ML
MOS and tit

g. CIVILIAN OCCUPATION. Enter the absentee's prior civilian
enpl oynent. Enter specific job skills. (Source of information:

SRB/ OQR, page 8a.)

r. PERVANENT RES|I DENCE ADDRESS OF ABSENTEE. Enter the
absentee’s pernmanent residence address, including ZIP code. (This
is normally the primary next-of-kin’s address.)

Bl ock 6. DATE AND PLACE OF CURRENT ENLI STMENT. Enter the nopst
recent date and place the absentee signed an enlistnent or
appoi nt ment contract, i.e., year/nonth/day/place, in that sequence.

Block 7. DATE AND PLACE OF ENTRY | NTO CURRENT PERI OD OF SERVI CE.
Enter the date and place of entry that the absentee physically

reported for active duty on current enlistment, i.e.,
year/ nont h/ day/ pl ace, in that sequence. |If the date is the sane as
the date entered in block 22, enter "Same as 22." (Source of

information: DD Form 4, NAVMC 763, DD Form 1966, and/or page 3
in the SRB/OQR )

Bl ock 8. ATTACH PHOTOGRAPH (1f avail abl e)

Bl ock 9. DATE AND HOUR OF ABSENCE. Enter the date and hour of
reporting absence, i.e., year/nonth/day/hour (95/06/14/1830), in
that sequence.

Bl ock 10. ADM N STRATI VE DATE OF DESERTION. Enter the date on
whi ch the absentee was administratively classified a deserter,
i.e., year/nonth/day, in that sequence.

Bl ock 11. ESCAPED OR SENTENCED PRI SONER. Enter the status of
absentee by nmarking the appropriate box. For escaped or sentenced
prisoners, indicate in the appropriate space the specific offense
(civil or mlitary) for which convicted. |If mlitary, include
reference to the appropriate punitive article of the UCMI.

Bl ock 12. DI SCHARGE STATUS. Enter the absentee’s discharge status
by marking the appropriate box.

Bl ocks 13 through 15. OPERATORS LICENSE NO, ETC. These bl ocks
are self-explanatory. Information for these blocks will normally
cone fromthe Provost Marshall Ofice (PMO. |If information is
unknown, enter the word "Unknown" in each bl ock.

Bl ock 16. NAMES AND ADDRESS OF RELATI VES AND/ OR PERSONS KNOWN BY
ABSENTEE. Enter the absentee’'s nearest relatives, friends, and
ot her persons nost likely to have some know edge or indication of
the absentee’s whereabouts. Enter their nane, address, and ZI P
code. List additional names in Block 36, Remarks. (Source of
information: RED in SRB/OQR, interview, etc.)

Block 17. CERTIFICATION. May be used by mlitary and civilian

| aw enforcement authorities to obtain search or arrest warrants).
Conpl ete each line carefully. The information displayed in this
block will likely be the determ ning factor in whether the request
for a warrant by |law enforcenent authorities is approved or denied.
Conpl ete every block in this part with precision and detail.

Bl ock 18. COVWANDI NG OFFI CER' S | NFORVATI ON. Al'l copi es nust
contain an original signature.

Bl ock 19. REMARKS

1. List peculiar habits and traits of character, unusual

manneri sms and speech, peculiarities in appearance, clothing worn,
al i ases (nanes), marks and scars, tattoos, facial characteristics,
conpl exi on, posture, build, other SSN s used by the individual, or
other data that may assist in identification.

2. List known facts, i.e., arned and dangerous, drug user,
sui ci dal tendencies, escape risk, etc., in CAPITAL LETTERS.

3. WESTPAC units with FPO and APO addresses will include a comment
to the effect that the absentee deserted in CONUS or in a specific
foreign country.

4. \When a Marine is dropped to desertion prior to the 30th day of
UA, the unit will indicate the reason for dropping the Marine to
desertion.

5. Use letter-size bond paper for continuation of remarks or
bl ocks on the front of the form

Figure 2-7.--Conpletion Instructions for DD Form 553
(Absentee Wanted by the Arned Forces)--Conti nued.
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DD FORM 616 COVPLETI ON | NSTRUCTI ONS

Block 1. DI STRIBUTION. Sane as the DD Form 553.

Block 2. NAME. Enter the servicenenber’s nane (last nanme, first
name, nmiddle initial).

Bl ock 3. SERVI CE. Enter the service code of the absentee; i.e.
Arny (A), Navy (N), Marine Corps (M, or Air Force (F).

Block 4. SOCIAL SECURITY NO.. Enter the SSN of the servicenenber

Block 5. GRADE OR RATE. Enter the grade or rate of the
servi cemenber.

Bl ock 6. FORMER ABSENTEE STATUS

1. 6a. FORMER STATUS. Enter an "x" in the appropriate block to
indicate if the servicenenber was an escaped or sentenced prisoner
absentee, or deserter.

2. 6b. DATE AND HOUR ABSENCE BEGAN. Enter the date and hour the
absence began; i.e., year/nonth/day/hour 95/06/14/1830), in that
sequence.

3. 6c. ORGAN ZATI ON AND | NSTALLATI ON FROM WHI CH ABSENT. Enter
the conplete mailing address of the organization the servi cenenber
is absent from

Bl ock 7. Cl RCUMSTANCES OF ABSENTEE' S RETURN

1. 7a. MODE OF RETURN. Place an "x" in the block to indicate how
the servicenenber was returned to mlitary control

2. 7b. 1 NDI CATE AUTHORITI ES TO WHOM ABSENTEE SURRENDERED OR BY
VWHOM APPREHENDED. Pl ace an "x" in the appropriate block to
i ndi cate who the servicenenber surrendered to or was apprehended by.

3. 7c. PLACE OF INITIAL RETURN. Enter where the servicenenber
initially returned.

4. 7d. DATE AND HOUR OF INITIAL RETURN. Enter the date and hour
of initial return, i.e., year/nonth/day/hour (95/06/21/0930), in
that sequence.

5. 7e. REQUI RED ACTION. Enter required action by placing an "x"
in the appropriate box.

6. 7f. MLITARY ORGAN ZATI ON AND | NSTALLATION OR CIVIL LOCATI ON
Enter the conplete mailing address or the servicemenber’s |ocation.

7. 7g9. DATE RETURNED TO M LI TARY CONTROL. Enter the date the
servi cemenber returned to nmilitary control, i.e., year/nonth/day
(95/06/21/0930), in that sequence.

Bl ock 8. DI SPOSI TI ON OF ABSENTEE

1. 8a. ACTION BY MLITARY AUTHORITIES. Place an "x" in the
appropri ate box.

2. 8b. TO Enter the conplete organizational address of the
command that is in charge of the absentee (joining conmrand).

3. 8c. COST OF TRANSPORTATION. Enter the anount of the ticket
purchased to return the absentee back to his/her unit.

Block 9. REMARKS. This block is used to place any remarks that
the conmand deens necessary. You should include in the remarks
section the location of the individual’'s service and health records.

Bl ock 10. TYPED NAME, GRADE, TITLE, AND ORGANI ZATION. Type the
nane, grade, title, and organization of the person who will be
signing this form

Figure 2-8.--Conpletion Instructions for the DD Form 616
(Report of Return of Absentee Wanted by the
Armed Forces).
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Block 11. SIGNATURE. The person publishing this formw Il sign
this block. An original signature is required on all copies.

Block 12. DATE. Enter the date the formis being published
(signed) in this block.

Figure 2-8.--Conpletion Instructions for the DD Form 616
(Report of Return of Absentee Wanted by the
Armed Forces)--Continued.
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COVPANY/ BATTERY COMVANDER S PUBLI CATI ON REQUI REMENTS

PUBLI CATI ON
PUBLI CATI ON CONTROL NUMBER
MCO P1020. 34, Marine Corps Uniform Regul ati ons 10200150000
MCO P1040. 31, Enlisted Career Pl anning 10200280200
and Retention Manua
MCO P1050. 3, Regul ations for Leave, Liberty, and 10200310000
Adm ni strative Absence
MCO P1610. 7, Perfornance Eval uati on System ( PES) 10202100000
MCO P5800. 8, Marine Corps Manual for Legal 10209190000
Admi ni stration (LEGADM NMVAN)
Manual for Courts-Martial, United States, 1984 50100339000

MCO P10120. 28, Individual Cothing Regulations (ICR) 10210880000

NOTES

1. FMFMs and LFM s nay be controlled by the battalion training/
operations section (S-3). The nunber of copies required to support
the conpani es/batteries will be incorporated into the battalion’s
PL and issued to the conpani es/batteries on an as required basis.
Techni cal publications also nmay be maintai ned and i ssued by the
battalion operations section to the conpanies/batteries in a
sim | ar manner.

2. This is only a recommended listing of publications; make
addi ti ons/del etions to neet organi zati onal requirenents.

Figure 2-9.--Reconmended Listing of Publications to Support
Conpany/ Battery Comranders.
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CHAPTER 3
THE PERSONNEL OFFI CE

3000. GENERAL. The personnel office has cogni zance over all
personnel administration within the organization. The

adm ni strative chain of comand under consolidated adm nistration
is fromthe individual via the organi zational comrander to the
action addressee. The unit commander, although not elimnated from
the administrative chain, is not required to fornally endorse
personal requests. \Wen appropriate, the unit comrander’s remarks
will be solicited and incorporated within the organizati onal
conmander’ s endor sements or coments.

3001. FUNCTIONS OF THE PERSONNEL SECTION. Charts depicting
recomrended organi zations for a battalion personnel and squadron
adm nistrative section are contained in figures 3-1 and 3-2,
respectively. The personnel officer will head the section and
shoul d nmaintain a conplete turnover file and desktop procedures.
The personnel officer will be authorized in witing to authenticate
entries in official records, and sign for the unit or organizational
conmander "By direction". Duties and organi zational charts may
vary fromorgani zation to organi zati on based upon m ssi on assi gned.

1. Personnel Section’s Administrative Responsibilities. The
responsibilities of the personnel section include, but are not
limted to, the follow ng:

a. MITFS. Al MCTFS reporting will be done under the
organi zational reporting unit code (RUC). The personnel officer
will establish a nmanagerial programto ensure conpliance with the
requi renments of MCO P1080.40 (MCTFSPRIM). It is inperative that a
concerted effort be directed toward achieving tinmely and accurate
reporting of MCTFS information. Any inaccurate or tardy
subm ssions of reportable information into MCTFS shoul d not be
t ol er at ed.

b. Preparing personnel accounting and status reports.

c. Preparing, maintaining, accounting for, and ensuring
security of field service records. Al field service records will
be controll ed and accounted for at all tinmes (see MCO P1070.12).
Each battalion/squadron nust devel op internal procedures by which
the duty officer may gain innmedi ate access to field service records
in case of energency.

d. Preparing, endorsing, and distributing of Permanent Change
of Station, Permanent Change of Assignnent, Tenporary Additional
Duty orders and command Special Orders.

(1) Automated Order Witing Process (AOAP). PCS orders are
i ssued through various nmeans. Permanent change of station orders
i ssued through MCTFS are acconplished by AOAP. Oder witing
functions will be coordinated by the personnel office. Particular
attention nust be given to the acknow edgenent of AOANP PCS orders
per MCO 1326.5; the timely and accurate conpletion of all screening
checklists (i.e., for drill instructor (D), Marine security guard
(M5G, independent and recruiting duty); and, the pronpt detachmnent
of personnel in the execution of transfer or reassignnent orders.
In the interest of tinme/work reduction, the AOANP PCS orders issued
t hrough MCTFS shoul d be the docunent stanped "Original Oders" and
forwarded to the individual in receipt of orders (see appendix B).
The information contained in the AONWP PCS orders need not be
retyped.

(2) Endorsenents. Rubber stanp or letter-type endorsenents,
as required, will suffice when the orders are forwarded via the
chain of command. Refer to MCO P1000.6 (ACTS).

e. Making personnel assignnents and nmonitoring the command’ s
personnel assets. Al personnel assignnents will be controlled and
coordi nated through the personnel office. The personnel officer
must ensure that avail abl e personnel assets are equitably
apportioned. Requests for additional personnel will be referred to
hi gher headquarters when the assets of the organizati on are bel ow
establ i shed staffing goals.

f. Preparing norning reports.

g. Processing separations.

h. Processing reenlistments and extensions of enlistnment.

i. Controlling check-in and check-out procedures.

j. Preparing personnel status reports.

k. Preparing | eave authorizations.

| . Preparing personnel rosters.

m Preparing and accounting for nmilitary identification cards.
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n. Preparing applications for dependent identification cards
and mai ntai ning the accuracy of information contained in the DEERS
data base for assigned personnel.

0. Preparing and accounting for neal cards.

p. Preparing and submitting bond and al |l ot nent requests.

g. Monitoring enlisted pronotion eligibility and preparing
pronotion warrants.

r. Conduct training as required.
2. Administrative Support to Individual Marines and to Unit
Commanders. The personnel office provides adm nistrative support
to the individual Marine and to the unit commanders. Administra-
tive support involves the preparation of personal requests fromthe
i ndi vidual and other administrative matters to include unit
commander’ s reconmmendati ons, etc.

3. References. The personnel section should have on hand, as a
m ni mum a copy of the follow ng references:

a. Departnment of Defense Financial Managenent Regul ati ons,
Vol unme 7A, DOD Mlitary Pay and Al l owances Entitlenents (Mlitary
Pay Policy and Procedures - Active Duty and Reserve Pay) (DODFMR)
(PCN:  74000000100) ;

b. JAQ NST 5800.7, Manual for the Judge Advocate Ceneral
(JAGMAN) (PCN:  40900580000) ;

c. Manual for Courts-Martial, United States, 1984 (PCN:
50100339000; Bi nder - 50100339060);

d. MCO P1000.6, ACTS Manual (PCN. 10200010000);

e. MO P1001R 1, MCRAMM (Reserve commands only) (PCN:
10200030000) ;

f. MCO P1040. 31, Enlisted Career Planning and Retention Manual
(PCN:  10200280200);

g. MCO P1040R 35, Reserve Career Pl anning and Devel opnent
Qui de (Reserve commands only) (PCN. 10200280600);

h. MCO P1050.3, Regulations for Leave, Liberty, and
Admi ni strative Absence (PCN. 10200310000);

i. MCO P1070.12, | RAM (PCN: 10200430500);

j . MCO P1070. 14, Contents of Oficial MIlitary Personnel Files
(OWPF) (PCN: 10200430700) ;

k. MCO P1080.20, MCTFSCODESMAN (PCN:.  10200470000);
I.  MCO P1080.40, MCTFSPRIM (PCN: 10200570500);
m  MCO P1200.7, MOS Manual (PCN:  10200760000);

n. MCO P1300.8, Marine Corps Personnel Assignment Policy
(PCN:  10200820000) ;

0. MCO P1400. 31, MARCORPROWAN, VOL 1, OFFPROM ( PCN:
10201150100) ;

p. MCO P1400. 32, MARCORPROWAN, VOL 2, ENLPROM ( PCN:
10201150200) ;

g. MCO 1510.53, Individual Training Standards System for
Personnel and Admi nistration Cccupation Field 01 (PCN:
10201653500) ;

r. MCO P1610.7, Perfornmance Eval uation System (PES) (PCN
10202100000) ;

s. MCO 1610. 11, Performance Eval uati on Appeal s (PCN:
10202110400) ;

t. MCO 1610. 15, Enlisted Substandard Performance Notification
( PCN: 10202110600) ;

u. MCO P1741.8, CGovernment Life Insurance Manual (PCN:
10202440000) ;

v. MCO P1741.11, Survivor Benefit Plan (PCN. 10202460100);

w. MCO P1751. 3, Basic Allowance for Quarters (BAQ for
Marines with Dependents (PCN: 10202550000);

x. MCO P1900. 16, MARCORSEPMAN (PCN: 10202730000);

y. MCO P3000. 15, Manpower Unit Depl oynent Program SOP ( PCN:
10203045500) ;

z. MCO P3040. 4, MARCORCASPROCVAN (PCN:  10203060000)
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aa. MCO 4650.30, Port Call Procedures Applicable to the Movenent of Marine
Cor ps- Sponsor ed Passenger Traffic Between CONUS and Overseas Areas (Including Al aska
and Hawaii) and Wthin and Between Overseas Areas (PCN. 10206400000);

bb. MCO P4650. 37, MCTIM (PCN. 10206420400);

cc. MCO P5000. 14, MCAP (PCN:. 10207021000);

dd. MCO P5200.22, Marine Corps Video Inquiry System (MCVI SUM ( PCN:
10207460400) ;

ee. MCO 5216.19, Administrative Action (AA) Form (PCN: 10207631000);

ff. MCO P5512.11, ldentification Cards for Menbers of the Uniform Services,
Their Dependents, and Qther |Individuals (PCN. 10208570300);

gg. MCO P5800.8, Marine Corps Manual for Legal Adm nistrati on (LEGADM NVAN)
(PCN: 10209190000) ;

hh. MCO 6000.1, Active Duty Dependents Dental Plan (PCN: 10209300000);
ii. MCO 6100.10, Weight Control and Mlitary Appearance (PCN: 10209350200);

jj. MCO 6320.2, Administration and Processing of Hospitalized Marines (PCN
10209510000) ;

kk. MCO 7220.21, Advance Pay on Pernmanent Change of Station (PCS); Policy for
(PCN: 10209830000) ;

1. MCO P7220. 31, Automated Pay Systens Manual (APSM (PCN: 10209910000);

mm  MCO P7220. 42, Reserve Manpower Managenent Pay System Fiel d Procedures Manual
(RFPM (Reserve commands only) (PCN. 10209912700);

nn. MCO P7220.45, Bond and Al l ot ment Manual (PCN. 10209913700);
00. MCO 10110.47, Basic Allowance for Substance (BAS) (PCN. 10210861700);

pp. NAVSO P-6034, Joint Federal Travel Regulations (JFTR), Volune 1 (PCN
20360340000) ;

gqq. NTP 3, Tel ecommuni cations Manual (PCN. 50100378000);

rr. SECNAVI NST 5210. 11, Standard Subject ldentification Codes (PCN:
21600280000) ;

ss. SECNAVI NST 5216.5, Departnent of the Navy Correspondence Manual (PCN:
21600400000) ;

tt. UDS-1080-02, Unit Diary System User’s Manual (PCN: 18710800200);
uu. UM OLDS, User’'s Manual for the On-Line Diary System (PCN: 10000001500);
vv. USN PLAD 1, Message Address Directory (PCN. 50100379100);
ww.  Worl dwi de Geographi c Locati on Codes (PCN: 50100900000) .
3002. PERSONNEL OFFI CER. The personnel officer serves as a
special staff officer for the organizational comrander and is
responsi bl e for the supervision of the personnel section within

the CAC. The responsibilities of the personnel section include
but are not linmted to those listed in paragraph 3001. 1.

3003. PERSONNEL CHI EF. The personnel chief (admnistrative chief
at the squadron |level) acts as the senior admnistrative assistant
to the personnel officer and should ensure that conplete and

det ai | ed desktop procedures and turnover files are maintained for
each functional area.

1. Supervision and Instruction. The personnel/adm nistrative
chief nust be aware of all aspects of the section’s functioning,
must control the flow of paper work, establish priorities, and
supervi se tasks to their conpletion. The personnel/adninistrative
chi ef shoul d organi ze training sessions to ensure the professional
qualifications of the adm nistrators assigned to the section are
mai nt ai ned. Cross-training of clerks in other jobs/tasks is
essential and quality control is inperative. Teamwrk nust be
enphasi zed. The success or failure of the personnel section to
provi de adm nistrative support to the individual Mrine does not
depend upon any single element of the adm nistrative process.

2. Administrative Control Point. The personnel/adm nistrative
chief functions as the central adm nistrative control point within
the personnel section. The personnel/adm nistrative chief nust
establish a systemof review to ensure that all adninistrative
deadlines are met. A 1- to 31-day suspense folder and daily
activity planning cal endar are recomended as key el enents for
managi ng the adm nistrative control point. The first act of each
wor k day shoul d be the review of the suspense folder and the daily
plan to ensure that all required actions will be pronmptly and
accurately acconplished.
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3. Pronotion Procedures. Al enlisted records should be screened nmonthly
to determine the pronotional status of the individual per current directives. The
cooperation of unit commanders is absolutely essential in providing current training
information, and accunul at ed bonus points for each respective pronotion cycle. All

conposite score data el enents nmust be reported into MCTFS in a tinely nmanner.

4. Quality Control. Quality control and the reduction of errors are of
paranmount inportance. For routine correspondence, utilize the corrective procedures
aut hori zed by SECNAVI NST 5216.5, Departnent of the Navy Correspondence Manual. The
use of the administrative action form (NAVMC 10274) is encouraged. Make endorsenents,
if required, brief and factual. Rubber stanp endorsenments on the AA formitself is
consi dered appropriate, if the endorsement is neat and | egible.

5. Physical Conditioning and Battle Skills Training/Essential Subjects
Training. In addition to technical training and instruction, the personnel/
admi ni strative chief should ensure the section personnel receive battle skills/
essential subjects training, regular physical conditioning, and individual training to
i ncl ude weapons qualification firing. A recommended nmethod is the use of a port/
starboard training plan to acconplish these requirenents. |I|nplenenting such a plan
woul d ensure that both the administrative processes continue and individual training
is acconplished

3004. SECTION CHI EF. The four main sections contained in the personne
section are service records, MCTFS (unit diary/pay), order witing/correspondence, and
di scharge and reenlistment which are further discussed below. Each section is
controlled by a section chief who serves as a quality control buffer for conpletion

of assigned tasks. The section chief’s responsibilities include, but are not linmted
to:

a. Directing all personnel and functions of the section to which
assi gned.

b. Performng the duties of the personnel/admninistrative chief in their
absence or when directed

3005. SERVI CE RECORDS SECTION. The service records section is responsible
for maintaining correct and current information in all field service records on hand.
The accessibility and accountability of field service records are of prinmary
i mportance. Ensure proper security of field service records is nmamintained. The duties
of this section include, but are not linmted to, the follow ng:

1. Control and Accountability of Service Records. Conmanding officers nust
have ready access to the field service records of Marines under their command. The
personnel section must also maintain a system of control and accountability of these
records. As such, a locally prepared service record control formnay be used to
account for each record held. Al field service records are considered to be
confidential in nature and nust be returned to the personnel section at the close of
each workday or the control form annotated to show their |ocation, i.e., career
pl anner, battalion sergeant major, etc. Due to the record' s confidentiality, do not
di vul ge information fromit except to persons properly and directly concerned. For
Reserve units only, acconplish an audit of "on hand" records in conjunction with the
nmonthly audit of the Unit Verification Roster.

2. Audits. Al field service records nust be given a periodic, detailed
audit. Establish docunmented internal controls to ensure MCTFS reportable information
is reported accurately and in a timely nanner, and that conprehensive join audits are
perfornmed when required. The MCTFSPRIM and MCO P7220.31 (APSM contain audit
responsibilities of the commander. The use of a checklist for auditing field service
records is encouraged and recommended. Figure 3-3 provides a sanple service record
audit checklist. Use great care to ensure that any checklist used is kept current.
Updat e checklists at the local command | evel to ensure admnistrative personnel are
aware of the nobst recent changes or revisions to Marine Corps publications. It is
i mperative that pay-rel ated problens be identified and corrective action initiated
imediately. Units which acconplish a conprehensive review of service records as a
part of the nornmal joining process achieve a lower ratio of error than that achieved
by units which fail to review the records when personnel are joined. Acconplish those
itens identified during the audit which require correction or update as expeditiously
as possible, particularly when the individual is required to sign the entry or form
G ve particular attention to updating Records of Energency Data (RED s), Servicenen's
Group Life Insurance (SG.lI) election forms, DD Forns 1172, Dependency Applications,
Vari abl e Housing Al l owance (VHA) certifications, DD Form 2494, etc. and, if required
acconpl i shing Defense Enrollnent Eligibility Reporting System (DEERS) enrol |l nent of
dependents acquired en route. Ensure those itens on the Bl R BTR (RBI R RBTR for
Reserves) which conprise elenments of the conposite score for pronption are accurate
and up-to-date.

3. LES, BIR/BTR and RED Procedures. The service records section chief wll
ensure accuracy and timeliness of the audits process. Errors which require the
correction or updating of MCTFS data should be i mredi ately passed to the unit diary
section for action. \Whenever possible, the individual Marine should be present for the
audits. The PRI M contains provisions which apply when a Marine is not available to
assist in the audit.

| NOTE:  The inportance of conplete and accurate audits cannot be
| over enphasi zed. The SRB/OQR i s an inportant source

| docunent of information to be used in updating MCTFS

I
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4. Mssing Field Service Records. In the event an SRBIOR is
m spl aced or lost, or an individual reports to the unit wthout
the SRB/OQR, refer to MCO P1070.12.

5. Career Sea Duty (CARSEA) and Accunul ated Depl oynent Tine (ADT).
In conjunction with the unit diary section, the service records
section will naintain accountability for all personnel assigned to
depl oyi ng el enents of the conmand, and ensure that CARSEA and ADT
records are nmintained correctly. The unit diary section will
report periods of CARSEA and ADT into the MCTFS. Unit commanders
wi |l provide proper deploynent tine to the personnel officer to
ensure accountability.

3006. MCTFS (UNI'T DI ARY/ PAY) SECTI ON

1. Daily operation of the MCTFS section will enconpass, but not be
limted to, the foll ow ng:

a. Tinely and accurate reporting of the MCTFS itens required
by the MCTFSPRI M and contai ned in MCO P1080. 20 ( MCTFSCODESMAN) .
This section should prepare and subnit a unit diary for each day a
reportabl e event occurs (normally each workday). Units nust
certify their UDs to be transmitted with the schedule set by the
Manpower | nformati on Systens Support O fice (MSSO, but not |ater
than 1 day after the day of preparation.

b. Internal controls to ensure accurate accountability of
data. These procedures nust ensure all reportable information is
in fact reported and processed by MCTFS. Desktop procedures and
tickler files can be included. As a mninmm consider the
following areas: audit requirements, billet responsibilities,
docurent flow within the unit diary/pay section, and rel ationship
with other offices and sections.

c. Thorough, accurate auditing or review of all MCTFS reports
per the MCTFSPRIM These reports include, but are not limted to,
the foll ow ng:

(1) Diary Statistics Report (DSR)

(2) Diary Feedback Report (DFR)

(3) Diary Managenment Report (DWVR)

(4) Diary Retrieval System (DRS) (Option 23)
(5) Inconsistent Conditions Report (ICR)

(6) Basic Individual Record (BIR)/Basic Training Record
(BTR)

(7) Education Record (EDU)

(8) Individual Deploynent Record (IDR)
(9) Leave and Earnings Statenent (LES)
(10) Record of Energency Data (RED)
(11) Record of Service (ROS)

d. Pronpt, accurate reporting of all MCTFS data is essential.
Upon submission of the unit diary to the authenticating officer for
signature, and/or certification, the diary nmust be acconpani ed by
al | source docunments. Source docunents pertaining to pay must be

retained in the unit for future reference. Liaison with the M SSO
i s encouraged when attenpting to resolve MCTFS probl em ar eas.

e. Receiving, auditing, and consolidating the individual
conpany/ battery/section norning reports. Accurate and tinmely
nmorning reports are the basis for the effective operation of the
unit diary section. A standardized procedure should be established
and enforced to ensure that daily personnel information is current
and accurate. Morning reports should be delivered to the personnel
section no |later than 0800 each work day. The norning reports
shoul d be audited and consolidated at the battalion/squadron and
the organi zati onal norning report prepared. Copies of the
subordinate units’ nmorning reports will be attached to the file
copy of the organization’s norning report for backup. This action
shoul d be conpl eted by 1000 each work day. Morning report files
and subordinate unit input will be forwarded to the DCP for
retention.

f. The accountability of personnel status should be nmaintained
in a current state and should 1 nclude, but not limted to, the
fol |l ow ng:
(1) Total strength
(2) Nunber of personnel on |eave

(3) Nunber of personnel TAD Depl oyed
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(4) Nunber of personnel UA/ Deserter/ | HCA
(5) Nunber of personnel in the hospital
(6) Nunber of personnel confined

(7) Nunber of personnel assigned to the Fleet Assistance
Pr ogr am

(8) Nunber of personnel attached
(9) Nunber of personnel chargeable
(10) Nunber of personnel nonchargeabl e

2. On-lLine Diary System (ODS)/Unit Diary System (UDS)

a. Purpose of the OLDS. The purpose of the OLDS is to serve
as the nechanismfor collection of data for input to the MCTFS
data base and includes all feedback pertaining to that input.
Specifically, O.DS will:

(1) Provide the user the capability to input information
through transaction production to update the MCTFS data base.

(2) Provide for thorough and accurate detection of errors
inatinly manner which will enable errors to be corrected within
mnimal tine franes.

(3) Provide the user the capability to review and certify
reported data.

(4) Provide a controlled neans of inputting data for
processi ng, updating the master records, and updating historical
and advi sory feedback information to the originator.

(5) Assist the user with as nuch generated and pronpted
information as required to enable accurate and tinely input,
research, correction, and audit of functional data.

b. Functions of the O.DS/UDS. The OLDS/ UDS supports both

adm ni strative and disbursing personnel in the acconplishnent of
their respective duties. The ngjor functions perforned by OLDS/ UDS
include the preparation of diaries and payrolls, the ability to
detect and correct errors, certification of the conpleted diaries,
input of the certified data into the update cycle, retention of the
transaction or paynment data for audit purposes, and the ability to
provi de feedback statistics pertaining to the systenis performance.

c. DFRs. The OLDS/UDS is a dynamic and grow ng system As
with any system we continuously strive to enhance system functions.
In the past and with current systens we’ve had to work reports and
annot at e docunents. Wth OLDS/ UDS, the reports are generated by
exception rather than the rule. DFR s provide the RU comander
with the means to nmonitor the status of information reported on the
UD, entered by CMC, and machi ne-generated by the conputer system
This report contains the DSR Rejected Transactions, and
Advi sori es/ PUREX nessages. A DFR nust be requested and worked
followi ng every MCTFS cycle. The DFR cover page contains basic
unit and cycle information, conplete with a preprinted signature
bl ock. To retrieve this report, select option "E' fromthe OLDV
menu. The DFR is broken up into the foll owi ng parts:

(1) Part | Diary Statistic Report. This report contains
statistics for diaries processed and the status of diaries not
processed. The DSR serves the unit by providing a current status
on diaries, a neans of tracking processed diaries, a neans of
tracki ng unprocessed diaries, and a means of nonitoring accepted
and rejected transactions. The Diary Statistics portion will
reflect statistics of all diaries that processed in the cycle
requested. |If no cycle is requested, part | will contain all
di aries processed for that RUC.

(2) Part 11 Rejected Transactions. This report contains
errors requiring corrective action by the RU commander or finance
(disbursing) officer. |In addition, the report contains the reason
for failure of the transaction by code and English statenent.
Units are required to research the failed transacti on and make
corrections as appropriate.

(3) Part 111 Advisory Report. This report contains
advi sory information for the reporting unit generated from several
di fferent nodes of input and are not connected to a particular UD
submitted by the unit. Caution must be taken to ensure each
advi sory nessage is anal yzed on its own nerit.

d. Unit Reports

(1) Unit/SSN Personnel Roster. This roster lists all
personnel in the unit for gains and | osses reported on the UD that
conpl eted processing prior to the date the roster was created.
Narmes wi || appear on the roster in SSN order without regard to
grade. It contains selected data elenents to assist the unit with
per sonnel nmanagenent .
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(2) Unit Pronption Roster. This roster provides an
accounting of unit personnel, as of the date of the report, in
al phabetical order, by rank sequence. It contains selected data
elements to assist the unit with nonitoring training and pronotions.

(3) Unit Annual Audit Roster. This roster lists all
menbers of the RUwith an anniversary date for the current nonth.
It provides the unit with a means to nonitor and control annual
audits and record screenings. It includes data regarding the
Anni versary Audit Process, annual screening for the Reserve, and
medi cal status information.

(4) Unit Pay Entitlements Roster. The Unit Pay
Entitl enents Roster is produced during the end-of-nmonth cycle and
M SSO- 17 will mail it to each RUwith their other nonthly reports.
It contains pay-related data el ements which are crucial to correct
pay and is intended to give the RU audit/research information.

(5) SMCR Al pha Roster. The SMCR Al pha Roster lists each
menber of the CRUC i n al phabetical order, officers followed by
enlisted. It is produced at the end of the nonth and nailed to
RU s by M SSO 17.

(6) SG.I Action Report for MIU Menbers (MCRSC). This
report contains information on SG.I for MIU nmenbers and is to be
used by the MCRSC MIU supervi sor to nmanage SG.I for MIU nmenbers.
This report is produced at the end of the nonth and mailed to the
CG MCRSC by M SSO- 17.

(7) LES Production Errors Report. This report is
necessitated by the inplenentation of state tax deduction from
reservist’s pay.

(8) Reserve Education Report. This report allows RUs to
verify information on service schools, MI courses, and off-duty
educati on cour ses.

3. OLDS-FM- Overview. On-Line Diary Systemfor the Fleet Marine
Force (OLDS-FMF) is designed to provide commanders down to the
battal i on/ squadron and separate conpany | evel organic on-line

di ary equi pnent.

a. Purpose. The purpose of the OLDS-FMF is to provide the
| ocal commander with the capability of nore efficient input to
Class | Autonmated Information Systems (Al'S) such as MCTFS,
Supported Activities Supply System (SASSY), and Marine Corps
I nt egrated Mai nt enance Managenent System (M MVS).

b. Theory

(1) The OLDS- FMF applications (Cass IA and dass |B)
provide for direct data capture into major systenms by using a
conbi nation of "pronpting" or "talk through" instructions. These
applications provide a step-by-step guide for data input with an
editing feature that enhances format accuracy. This reduces the
time required for such actions and greatly increases accuracy for
syst ens- accept ance purposes. This information is then
automatically recorded on a diskette and is ready for delivery to
the MSSO The diary delivered to the M SSO nust be the final
(smoot h) copy. (An asterisk appears next to the version control
nunber on all rough copies.)

(2) Unit commanders are able to devel op or share | ocal
applications for use in inmproving their |ocal nanagenent functions.

(3) The OLDS- FMF al so supports HQMC functional nanagers.

(4) Comanders desiring devel opnment of |ocal applications
shoul d request support per |ocal autonated data processing
procedures. The Marine Corps Distributed Systens Activity (MCDSA)
mai ntai ns and publishes a library of Class |V program abstracts
whi ch are avail able to commanders for |ocal use.

c. Weekly CUDDB Reconciliation Process

(1) The CUDDB reconciliation process is an integral part
of UWUMPS. 1t was designed as a neans to ensure the accuracy of
the CUDDB so that up to date information can be accessed by the
| ocal conmmander. The overall objective of this process is to allow
the RUto effect changes to its data base which were reported by a
different source; for exanple, HQUWC, M SSO, or TAD FAP unit and to
reconcile conflicts between what the commander reported and what
posted to the CM~. It nmay be done nore frequently, if desired.

(2) The reconciliation process will be nornally
acconpl i shed on a weekly basis at the | ocal Regi onal Autonated
Services Center (RASC). For those RU s |located near the RASC, the
reconciliation (TRECON) diskette is delivered to the RASC by the
M SSO for copying of the data. The diskettes are then picked up
by the M SSO and distributed to the RUs. For those RU s
geographically located away fromthe RASC, the TRECON data is
forwarded via phone lines (renpte job entry) or nailed. RIE site
coordinators deliver the diskettes the | ocal RASC for copying of
the dat a.
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(3) The RU nust ensure receipt and processing of the TRECON
di skette on the day after production. This is a nust because the
TRECON process conpares the VEF1200 against the CUDDB, and it is
nmore advant ageous for the RUto conplete this process when both
files are as simlar as possible.

(4) To process the TRECON di skette, the RU sel ects the
CUDDB Retrieval Systemfrom UD Main Menu. The RUw Il then nount
the TRECON di skette in the drive requested on the screen or
identify the path to the previously downl oaded TRECON file as
pr onpt ed.

(5) Once the reconciliation has been conpleted, the TRECON
di skette nust be returned to the M SSO or the MCTFS site
coordinator, as appropriate. The RU has no further use for it.
Never attenpt toprint queryreportsfromthe TRECONdi skette.

4. Pay Entitlenents Decision Logic Tables (DLT's). The DODFMR,
JFTR, and MCO P7220.31, APSM provide DLT's which units nay use in
determ ning pay entitlements.

5. ltems Frequently Appearing as Discrepancies in |Inspection
Reports. The follow ng areas have been identified as potenti al
pr obl em ar eas:

a. Mster Electronic Signature (MELSIG. Ensure the MELSIG
is properly stored in a safe with limted access. |If the MELSIG
is placed in a safe to which personnel other than the RU conmander,
the envel ope containing the MELSIG nust be placed in a separate
| ocked container (lock/cash box). The RU commander shoul d be the
only one with the key to the separate container. Ref: MTFSPRI M
par. 2115. 3.

b. DFR s

(1) Ensure all annotations on the DFR include the proper
corrective action taken and the unit diary nunmber and date that the
corrective action was taken. Ref: MCTFSPRIM par. 8103.

(2) Ensure all DFR s are audited and corrective action
taken within three 3 working days fromthe date the report is
printed. Ref: MTFSPRIM par. 8103.1.

c. Internal Controls. Ensure the unit has witten internal
controls in place for the managenment of the MS and reporting of
pay related information into the MCTFS. Ref: MCTFSPRIM par.
1400. 3.

d. Unit Diary Procedures

(1) Ensure the proper annotation of the diary statistics
fromthe Diary Statistics File (DSF) are annotated on the trans-
action counter page. |In any discrepancy is noted between the total
transactions reported on the unit diary and the total nunber of
transactions processed, ensure that each transaction is researched
in the transaction research file (TRF). Any transaction which is
unaccounted for on the TRF will be resubmitted within 2 working
days fromthe date the diary processed. A so ensure the MSSOis
notified of any discrepancies. Ref: MTFSPRIM par. 2015. 2c.

(2) Ensure proper and tinely reporting of entries into
MCTFS. Ref: PRIM par. 2005.

e. Unit Verification Roster (UVA) (Reserve only). The WRis
a tool which provides a neans for the RU Conmander to verify the
conposition of unit personnel against the CMF on a nonthly basis.
Ref: MCTFSPRIM par. 9300.

3007. ORDER WRI TI NG CORRESPONDENCE SECTI ON

1. This section may be, at the discretion of the conmander, placed
under cogni zance of the adjutant or the personnel officer. Daily
operations of the order writing/correspondence secti on enconpass,
but is not linted to:

a. Processing incomng and outgoi ng personnel .
b. Witing orders.

c. Providing clerical assistance to other sections within the
CAC.

d. Personal Requests. The order witing/correspondence
section recei ves personnel seeking assistance, prepares persona
requests, and provides other services not expressly assigned to
anot her section. The conpany/battery is not nornmally a via
addr essee under consolidated admi nistration. Conpany/battery
conmander’ s comments or recommendations should be included wth
the organi zati onal commander’s endorsenent. |f deemed appropriate
by the organi zati onal comuander, specific comments or
recomrendati ons fromthe unit commanders may be included as an
encl osure.

2. Oders. The order witing/correspondence section prepares all
unit special orders and endorses and delivers all TAD, PCS, and
separation orders. The order witing process will be per MO
P1000. 6 (ACTS Manual). Responsibilities of order witing include
the follow ng:

3-10



MCAP 3008

a. Oders Notification. Upon receipt of orders directing the
reassi gnnent, transfer, or tenporary additional duty of a nenber of
the unit, ensure that those personnel are notified in a tinely
manner. The individual being detached will annotate the officia
file copy of the orders to indicate the tine and date that the
notification of orders was effected.

b. Oders Processing. Ensure that personnel in receipt of
orders are administratively qualified for transfer and that
requi red checklists are conplete. Personal interviews are
coordi nated t hrough the personnel officer. Notify the comrand
personnel officer in the event an individual cannot execute the
orders as directed.

c. Check-1n and Check-Qut Procedures. Ensure that al
personnel conplete the check-in and check-out procedures. The
official file copy of the check-in and check-out sheet should be
mai ntained with the official file copies of orders directing the
i ndividual’s joining or transfer.

d. Detaching Personnel. Ensure that personnel detach
according to their orders. Al required checklists, check-in and
check-out sheets, etc., nust be conpl eted and approved prior to
releasing orders to the individual. Al orders to be effected
during nonwor kday periods will be furnished to the duty clerk for
delivery by the duty officer.

e. Finance (Disbursing) Oficer Notification. Furnish the
| ocal finance officer with a copy of all detaching orders
sufficiently in advance of the departure to ensure pronpt paynent
of advance pay, travel, etc., or settlement of unused |eave in the
case of separation.

f. Liquidation of Funded Travel Orders. Ensure that trave
clains are prepared and forwarded to the finance officer for fina
settlenent of travel in connection with PCS/ TAD orders. Refer to
MCO P4650. 37 (MCTIM. Internal controls should be established to
sufficiently track funded travel orders (i.e., TAD orders) from
preparation through final settlenent.

3. Oher Assistance. The order witing and correspondence
section, when possible, assists in the preparation of pronotion
certificates, identification cards, applications for identification
cards, |eave papers, special liberty passes and authorizations,

nmeal cards, and any other adm nistrative matters deened appropriate
by the adjutant or personnel officer

3008. DI SCHARGE AND REENLI STMENT SECTI ON

1. This section may be, at the discretion of the commander, placed
under the cogni zance of the adjutant or the personnel officer. The
functions of this section may be absorbed or divided between the
service records section (discharges and separations) and the

organi zati onal career planner (reenlistnments and extensions of
enlistnent). Daily operations of the section enconpass, but are
not limted to preparing:

a. Separation docunents; i.e., DD Form 214, discharge
certificate (as appropriate), etc.

b. DD Form 2MC (Res) for Marines who have obligated service
remai ning and are transferred to or reenlisted in the Marine Corps
Reserve upon separation fromactive duty.

c. NAVMC 11060, Separation/Enlistnment Voucher, per the APSM

d. DD Form 4 upon reenlistnent, per the | RAM

e. NAVMC 32l1a, Agreenent to Extend Enlistment, per
MCO P1040. 31.

f. NAVMC 8064, Certificate of Reenlistment, as required.
g. NAVMC 118(11), Administrative Remarks entries, if

appl i cabl e.
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NOTES

1. At the discretion of the commander, this section may fall under
the staff cogni zance of the adjutant. The section’s duties nay be
absorbed or divided between the service records section (di scharges
and separations) and the battalion’s career planning section
(reenlistnents and extensions of enlistnent).

2. This section (or a partial distribution of section tasks) my

be assigned under the staff cogni zance of the adjutant at the
di scretion of the conmander

Figure 3-1.--Reconmended Organization for a Battalion
Per sonnel Secti on.
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PERSONNEL
OFFICER
(See note 1)

ADMINISTRATIVE
CHIEF

SERVICE MCTFS DCP AND
RECORDS (UNIT DIARY/ MAIL/GUARD
SECTION PAY) SECTION MAIL SECTION

LEGAL ORDER WRITING/ DISCHARGE AND

SECTION CORRESPONDENCE REENLISTMENT
(See note 2) SECTION SECTION
(See note 3)
NOTES

1. The personne

officer, in many cases,

role as the squadron adjutant.

2. The lega
t he conmander,

3. The discharge and reenlistnent section duties may be divided
bet ween the service records section (discharges and separati ons)
and the squadron’s career planning section (reenlistnments and

of ficel section may be assigned,

i s assigned the dua

as a separate staff section.

extensi ons of enlistnent).

Figure 3-2.--Reconmended Organization for

Adm ni strati ve Section.

at the discretion of

a Squadron
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COVWWAND SELF- | NSPECTI ON
AUDI T PROCEDURES/ SERVI CE RECORD AUDI T CHECKLI ST

YES NO REMARKS

AUDI T PROCEDURES

1. s MCO P1070.12, IRAM current and
avai | abl e?

2. |Is an officer, SNCO, responsible NCO

or a GS-4 or above designated in witing to
acconplish required service record audits?
(Ref: 1RAM par. 5000. 3)

3. Are procedures established to ensure
the required audit of the service record is
acconpl i shed upon a Marine joining for duty
or attached for DU NS in excess of 20 weeks.
(Ref: 1RAM pr. 5000.5c)

4. Are procedures established to ensure al
the required annual audits/certifications
are correctly acconplished?

a. LES Audit. (Ref: APSM par
110104; MCTFSPRIM par. 9301; MCO P7220. 42.

b. Special Power of Attorney/Individua
acknow edgenent for single/dual service
parents child care plan. (Ref:MCO 1740. 13)

c. Annual Dependency (BAQ
Certification. (Ref: MCTFSPRIM par. 5008
and MCO 1751. 3)

d. Variable Housing Al owance (VHA)
Certification. (Ref: |RAM par. 3001. 3k
and 4001. 2c(12); MCTFSPRIM par. 5162)

e. Service Record Audit. (Ref: |IRAM
par. 5000.5)

f. Record of Energency Data (RED).
(Ref: MCTFSPRIM par. 9105)

5. Are procedures established to ensure
the Basic Individual Record/Basic Training
Record (BIR/BTR) is printed, audited,
certified, and corrected upon required
occasions? (Ref: MCTFSPRIM par. 9500 and
tables 9-1 and 9-2)

6. Are procedures established to ensure the
Reserve Basi c | ndividual Record/ Reserve Basic
Training Record (RBIR'RBTR) is printed,
audited, certified, corrected, and filed on
the docunent side of the service record upon
requi red occasions? (Ref: MCTFSPRIM par
9601; IRAM par. 3001.3e and 4001. 2c(5))

Figure 3-3.--Sanple Audit Checklist.
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MCAP

YES NO

AUDI T PROCEDURES- - Cont i nued

7. Are procedures established to ensure
requi red Good Conduct Medal (GCM awards
are issued and recorded on the NAVMC 118(9)
to include the recording of the correct
comrencenent date on the NAVMC 118(12)?
(Applies to Marine Corps Reserve personne
who elect to receive the GCM whil e serving
in the Active Reserve (AR) Program) (See

| RAM par. 4012.3gg for required NAVMC
118(11) election entry.) (Ref: SECNAVI NST
1650. 1F, par. 431; |IRAM par. 4011, 4012. 3gg,
and 4013. 3) _
8. Are procedures established to ensure
requi red Sel ected Mari ne Corps Reserve

Medal (SMCRM) and Arned Forces Reserve

Medal (AFRM) awards are issued and

recorded on the NAVMC 118(9) to include

the recording of the correct conmencenent
date(s) on the NAVMC 118(12) (enlisted)

or NAVMC 118(9) (officer)? (Ref: SECNAVI NST
1650.1; IRAM par. 4011 and 4013. 4) ______
9. Are procedures established to ensure
all entries reported on the unit diary and
f eedback reports are recorded in the
service records? (Ref: |RAM par

5000. 3b; MCTFSPRIM par 8103)

10. Can Lunp Sum Leave (LSL) be verified
in the service record? (Ref: APSM par
110104; MCTFSPRIM par 5089)

11. |Is Career Sea Tine conputed correctly
and posted to the LES? (Ref: MCTFSPRI M
par. 5014)

12. Are all pay related docunents filed
in the service record and conpl et ed
correctly; i.e., FSA VHA BAQ VEAP, Form
W4? (Ref: [|RAM par. 3001 and 4001)

13. Are proper procedures established to
ensure the tracking and verification of
Primary MOS (PMOS) and I ntended MOS
(IM3S), to include validation of IMXS in
the MCTFS if the PMOS is either a basic
MOS or training MOS? (Ref: MCTFSPRIM
par. 5100 and 5122)

SERVI CE RECORDS ( GENERAL)

1. Are corrections in service records
made properly? (Ref: |RAM par. 3001.7,
4001. 4, 5000.7, and 5000. 8)

2. Are correct abbreviations/acronyns
used? (Ref: |IRAM chap. 6)

3. Are service records maintained in a
neat orderly fashion, devoid of extraneous
matter, but with copies of all necessary
docunents, as required? (Ref: [|IRAM chap
3 and 4)

4. Are service records properly assenbl ed?
(Ref: 1 RAM par. 3001.2b, 3001.3, 4001.2b
and 4001. 2¢)

Figure 3-3.--Sanple Audit Checklist--Continued.
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MCAP

YES NO REMARKS

SERVI CE RECORD COVER

1. |Is the service record cover
servi ceable? (Ref: |IRAM par. 3002
and 4004) -

2. Is the Marine's identifying
information properly entered? (Ref:
| RAM par. 3002 and 4004)

SERVI CE RECORD STANDARD PAGES

1. OQR (Ref: |RAM par. 3001)

a. Appointnent Acceptance and Record
(NAVMC 763) ?

b. Chronol ogi cal Record(NAVMC 118(3))? _

c. Weapons Firing Record; Conpetitive
Mar ksmanshi p (NAVMC 118(6)) ?

d. Mlitary and G vilian Qccupati onal
Speci al ti es, Education Courses, Technical
Trai ning and Tests Conpl et ed( NAVMC 118(8a))?__

e. Conbat History -- Expeditions --
Awar ds Record (NAVMC 118(9))?

f. Adnministrative Remarks (NAVMC
118(11)) 7

g. Record of Emergency Data (RED)
(Conput er - gener at ed) ?

h. Servicemen's Goup Life Insurance
(SGLI) Election (SGV - 8286)?

2. SRB (Ref: |IRAM par. 4001)

a. Agreenent to Extend Enli stnent
(NAVMC 321a) (If Applicable)?

b. Enlistnent/Reenlistnment Docunent --
Arnmed Forces of the United States
(DD Form 4)?

c. Disbursing Oficer’s SRBP Statenent/
St at enents of Under st andi ng/ NAVMC 11060 f or
bonus personnel, etc. stapled to the
DD Form 47?

d. Chronol ogi cal Record(NAVMC 118(3))? _

e. Record of Service (ROS) (Conputer-
generated) (Corporal and bel ow)?

f. Wapons Firing Record; Conpetitive
Mar ksmanshi p (NAVMC 118(6)) ?

g. Mlitary and G vilian Occupati onal
Speci alties, Education Courses, Technical
Trai ning and Tests Conpl et ed
(NAVMC 118(8a)) ?

h. Combat History -- Expeditions --
Awar ds Record (NAVMC 118(9))7?

i. Admnistrative Renmarks
(NAVMC 118(11))?

j. O fenses and Puni shnments
(NAVMC 118(12))~?

Fi gure 3-3.--Sanple Audit Checklist--Continued.
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MCAP

YES NO REMARKS

SERVI CE RECORD STANDARD PACES- - Cont i nued

k. Record of Conviction by Court-Martial
(NAVMC 118(13)/ Suppl ementary Record of
Convi ction by Court-Mrtial (NAVMC 118(13a))

(I'f Applicable)? -

. Permanent Record of Enlisted Flight
Time (OPNAV Form 1326/2) (If Applicable)?

m Record of Energency Data (RED)
(Comput er - gener at ed) ?

n. Servicenmen's Group Life Insurance
(SGA.l) Election (SGV - 8286)?

0. Request for Insurance (SG.I) (SG.I
Form 8285) be conpl eted by nmenber who is
requesting additional insurance.

AUTHORI ZED DOCUMENTS. The following list of docunments is
representative of those nost conmmonly found in the field service
record. Not all docunents will appear in all records; conversely,
sonme documents will appear which are not on this list. The list is
provided in a reconmended (but not nmandatory) sequential filing
order starting fromthe top nost docunent and worki ng down.

(Ref: 1RAM par. 3001.3 and 4001. 2c)

1. Record of Personnel Reliability Program
(NAVPERS 5510/1) (If applicable)?

2. Leave and Earnings Statenent (LES)?

3. Leave papers/orders authorizing delay for
peri ods whi ch have not posted on the LES?

4. RBIR RBTR?

5. BIR BTR?

6. Personnel Reliability Program Screening
and Eval uati on Record (NAVPERS 5510/3) (If
appl i cable)?

7. Commuted Rations Action, NAVMC 10522
(I'f applicable)?

8. IRS Form W4, Enployee’s Wthhol di ng
Al | owance Certificate?

9. IRS Form W5, Earned Incone Credit
Advance Paynent Certificate (If applicable)?

10. State of Legal Residence Certificate
(DD Form 2058 and 2058-1, if required)?

11. Variabl e Housing Al |l owance Application
(NAVMC 11192) ? (Active Duty Only)

12. Dependency Application (NAVMC 10922)7?

13. Assignment to Governnment Quarters
(NAVMC 11051 or the appropriate form used
by the Arny, Navy or Air Force) (Active
Duty Only)?

14. Application for Unifornmed Services
I dentification Card- DEERS Enrol | nent
(DD Form 1172) 7

Figure 3-3.--Sanple Audit Checklist--Continued
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MCAP

YES NO REMARKS

AUTHORI ZED DOCUMENTS- - Cont i nued

15. Special Power of Attorney concerning
child care plans for dual -service parents
and single parents having custody of their
chil dren?

16. Uniforned Services Active Duty
Dependents Dental Insurance Plan Enrol | nent
El ection (DD Form 2494) (Active Duty Only)? _

17. Contributory Education Assistance
Program - Statenent of Understanding
(DD Form 2057) ?

18. Sel ected Reserve Educati onal
Assi stance Program (G Bill) Notice of
Basic Eligibility (DD Form 2384)?

19. Veteran's Educational Assistance Act
of 1984 (@ Bill) Statement of Understanding
(DD Form 2366) ?

20. Statenent of Understanding for Reserve
G Bill Benefits (Reserve Only)?

21. Benefits/Waiver Certification (VA Form
29-8951 or NAVMC 11058) (Reserve Only)?

22. Application for Enlistment - Arned
Forces of the United States (DD Form 1966)? _

23. Appoi ntnent Acceptance and Record
(NAVMC 763) from previous officer
appoi nt ment s?

24. Enlistnment/Reenlistnent Docunent -
Arnmed Forces of the United States (DD
Form 4) for previous periods of service
(and Agreenent to Extend Enlistnent (NAVMC
321a) which extended that enlistnent, if
appl i cabl e) ?

25. Certificate of Release or Discharge
fromActive Duty (DD Form 214), if
appl i cabl e?

26. Certificate of Personnel Security
I nvestigation, O earance and Access
(OPNAV 5520/ 20) ?

27. Personal Security Questionnaire
(DD Form 398)?

28. Security Term nation Statenent
(OPNAV 5511/14) 7

29. I ndividual Deploynent Record/ Career
Sea Duty Tinme Record?

30. Witten Agreenment for Reserve/ Extension
Bonus and Affiliation Bonus for the Sel ected
Reserve Incentive Progranf

31. Annual Retirement Credit Report (ARCR)
and Career Retirement Credit Report (CRCR)?

32. Reserve Retirement Credit Report
(NAVMC 798) (Reserve Only)?

33. Individual Drill Attendance and
Retirement Transaction Card (NAVMC 907A)
(Reserve Only)?

34. Release fromActive Duty Orders
(Reserve Only)?

Figure 3-3.--Sanple Audit Checkli st--Continued.
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YES NO REMARKS

AUTHORI ZED DOCUMENTS- - Cont i nhued

35. Standard pages of the SRB/ OQR which
have been superseded/ cancel ed by previous
editions of the IRAM (i.e., page 5, etc.)?

36. Career Planning Contact Record
(NAVMC 10213), if required?

37. Individual dothing Record ( NAVMC
631 for nmen; NAVMC 63la for wonen)?

38. Record of Disclosure - Privacy Act
of 1974 (OPNAV 5211/9)7?

39. Privacy Act Statenent for Marine
Corps Personnel and Pay Records (NAVMC
11000) ?

40. Al other authorized docunents
prescri bed by the | RAM or deened
appropriate by the commander?

OFFI CER QUALI FI CATI ON RECORD ((OQR)

APPO NTMENT ACCEPTANCE AND RECORD (NAVMC 763)

1. 1Is the NAVMC 763 properly conpl eted and
contain the Marine's full name signature?
(Ref: IRAM par. 3003.2 and 3003. 3)

2. Does the NAVMC 763 contain the Marine's
original signhature in the "certified a true
copy" portion of the forn? (Ref: |IRAM
par. 3003. 3d)?

3. Are corrections to the NAVMC 763 in
conpliance with the |RAM? (Ref: | RAM
par. 3003.5 and 5000. 7a)

| NOTE: The remainder of the OQR standard pages are prepared and

| mai ntai ned simlar to those of the SRB and are covered in
| the appropriate section of this checklist. |
I

SERVI CE RECORD BOOK (_SRB)

AGREEMENT TO EXTEND ENLI STMENT ( NAVMC 321A)

1. 1Is extension agreenent properly conpleted
and certified? (Ref: MCO P1040.31G par
4404 or MCO P1040R. 35B, par. 5407)

2. Is the original of the extension
agreement properly filed in the service
record? (Ref: (MCO P1040.31G, par. 4404.6
or MCO P1040R. 35B, par. 5407.6 and | RAM
par. 4001. 2b)

3. Were appropriate page 11 entries
conpl et ed when extension agreenent was
signed? (Ref: MCO P1040R. 35B, par
5408.2 and | RAM par. 4012)

4. Has the extension been reported into
the MCTFS? (Ref: MCTFSPRIM par. 5164)

Figure 3-3.--Sanple Audit Checklist--Continued.
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MCAP

YES NO REMARKS

ENLI STMENT/ REENLI STMENT DOCUNMENT- - ARVED
FORCES OF THE UNI TED STATES (DD FORM 4)

1. 1Is the DD Form 4 properly conpl eted and
certified? (Ref: |RAM par. 4005)

2. Are corrections to the DD Form4 in
conpliance with the |RAM? (Ref: | RAM
par. 4005 and 5000. 7b)

3. Are reproduced copies of pages 3, ROS
(if corporal or below), 6, 9, 11, and 12
(if applicable) containing entries
associated with the previous enlistnent
forwarded with the original of the DD Form
4 to CMC (MVBB-20) on the date of
reenlistment? (Ref: [|IRAM table 4-2)

CHRONOLOGE CAL RECORD ( NAVMC 118(3)) (Oficer and
Enli sted Records)

1. Are all previous chronol ogical records
mai ntai ned in the service record? (Ref:
| RAM par. 4006. 1)

2. Are the MCC and RUC (RUC only for SMCR)
correctly indicated in the "Unit/Organization”
colum? (Ref: | RAM par. 4006.2)

3. Are organization redesignation entries
recorded properly? (Ref: |RAM
par. 4006. 3)

4. Are the correct primary duties with
billet MOS/intended MOS (and additiona
duties, if assigned) indicated in the
"Primary Duty" colum? (Ref: |RAM par.
4006. 4)

5. Are the effective dates of occurrences
entered correctly in the "Remarks" col um?
(Ref: 1RAM par. 4006.5)

6. Upon conpletion of each period of
primary duty, additional duty, TAD in

excess of 30 days, or TAD under instruction
in a formal school, are the nunber of nonths
the duty was perforned entered? (Ref:

| RAM par. 4006.4 and 4006. 5d)

7. Are applicable periods of nonduty
entered correctly in the "Remarks" col um?
(Ref: IRAM par. 4006. 5c)

8. Are periods of nonduty, |ess non-conbat
related hospitalization, also recorded on
page 9, 11, 12, as appropriate? (|IRAM
par. 4011, 4012, or 4013)

9. Have all periods of nonduty been
reported into the MCTFS with proper

checkages? (Ref: MCTFSPRI M

10. Have all periods of nonduty, |ess
hospitalization, which have been determ ned
as time |lost, been reported for adjustnent
of ECC/ EAS/ ECS/ PEBD/ | eave accrual ?

(Ref: MCTFSPRI M

Figure 3-3.--Sanple Audit Checklist--Continued.
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YES NO REMARKS

CHRONOLOG CAL RECORD (NAVMC 118(3)) (Officer
and Enli sted Records)--Continued

11. Do transfer entries reflect the future
MCC and reason for transfer? (Ref: |RAM
4006. 5)

12. If there are nore than one page 3, are
pages properly marked "CONTD ON SUPP PG’
and nunbered correctly? (Ref: |RAM par
4001. 2b and 4006. 1)

13. Have all periods of TAD away fromthe
pernmanent duty station have been reported

for BAS credit/checkage? (MCTFSPRIM par

5009)

RECORD OF SERVI CE (ROS) ( COVPUTER- GENERATED)
(Enlisted Records Only)

1. Are conduct and duty proficiency markings
reported on the prescribed occasions? (Ref:
|RAM table 4-4; MCTFSPRIM par. 5025)

2. Is the ROS printed and filed in the
service record on the prescribed occasions?
(Ref: MCTFSPRIM par. 5025; |IRAM par. 4007
and table 4-4)

3. Are the conposite scores appearing on
the ROS correct? (Ref: |IRAM par. 4007
MCTFSPRI M par. 5024)

4. |Is the RCS audited on the prescribed
occasions? (Ref: |RAM par. 5000.5;
PRIM par. 5025)

5. Are conduct marks below 4.0 for any
reason other than conviction at court-
martial or NJP (where no reduction was
awar ded) documented on page 11. (Ref:

| RAM par. 4007.6c)

6. Are proficiency marks below 3.0
docunented by a page 11 entry? (Ref:
| RAM par. 4007.7c)

VEAPONS FI RI NG RECORD: COWMPETI TI VE MARKSMVANSHI P
(NAVMC 118(6) (O ficer and Enlisted Records)

1. Are required entries nmade concerning
exenpti on/ wai ver of annual marksmanship
requalification? (Ref: |RAM par. 4009. 2a
and MCO 3574. 2)

2. Are qualification or requalification
entries recorded properly? (Ref: |IRAM
par. 4009.2 and 4009.5)

3. Are the nunber of awards for the expert
riflel/pistol badge correct and entered
properly? (Ref: |RAM par. 4009.3)

4. Does the current fiscal year
requalification entry agree with the
information resident in the Marine’'s
conmputer record? (Ref: |IRAM par. 4009
MCTFSPRIM par. 5116 and 5134)

Figure 3-3.--Sanple Audit Checklist--Continued.
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YES NO REMARKS

M LI TARY AND Cl VI LI AN OCCUPATI ONAL SPECI ALTI ES,
EDUCATI ON COURSES: TECHNI CAL TRAI NI NG AND TESTS
COVPLETED (NAVMC 118(8A)) (Oficer and Enlisted

Recor ds)

1. Are MOS' s entered correctly show ng date
assigned, primary, first additional, and/or
second additional MOS, along with the
authority for the entry? (Ref: |RAM par.
4010. 1; MOS Manual ; ACTS Manual, Chap. 2,
Sect. 1 and Chap. 3, Sect. 1; MCRAMM

Chap. 2, Sect. 7)

2. Are service school codes properly

recorded? (Ref: |IRAM par. 4010.4 and
MCTFSCODESMVAN) ______
3. Is off-duty civilian education properly
recorded? (Ref: |RAM par. 4010.6) _

4. |s CGED/ CLEP data properly recorded?
(Ref: 1RAM par. 4010.7)

5. Are the Marine' s special qualifications,
if any, entered on page 8a? (Ref: |RAM
par. 4010. 8)

COVBAT HI STORY - EXPEDI TI ONS - AWARDS ( NAVMC 118(9))
(O ficer and Enlisted Records)

1. Are expeditions entered properly with
"Date of Entry" identifying the date the
entry was made in the service record, with
pl ace, nature of action, and inclusive
dates of actions, canpaigns, or
hospitalization? (Ref: |RAM par. 4011.2)

2. Are awards properly recorded? (Ref:
| RAM par. 4011.3)

3. Do authorized awards entered on page 9
mat ch those indicated in the Marine' s
conmputer record? (Ref: MCTFSPRIM par.
5007)

4. Are the SMCRM and AFRM conmencenent
dates for Reserve officers entered/correct
and do they match the conmencenent dates
resident in the MCTFS? (Ref: |RAM par.
4011. 3h; MCTFSPRIM par. 5007)

ADM NI STRATI VE REMARKS (NAVMC 118(11)) (Officer
and Enli sted Records)

1. Are entries made in black ink with
i ndi vidual entries separated by a heavy bl ack
line? (Ref: [|IRAM par. 3008 and 4012)

2. Are the following required entries made

using the proper format, to include date of

entry, what action occurred, and appropriate
si gnat ure?

a. Articles of UCMI expl ai ned? (Ref:
Art. 137 UCMJ and | RAM par. 4012. 3d)

b. Eligible but not recormended for
pronotion? (Ref: |IRAM par. 4012.3n and
MCO P1400. 32A, par. 2302)

Figure 3-3.--Sanple Audit Checklist--Continued.
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YES NO REMARKS

ADM NI STRATI VE REMARKS (NAVMC 118(11)) (Officer

and Enli sted Records)--Continued

c. Not recomrended/recomrended but not
eligible for reenlistnment? (Ref: [|RAM par
4012. 3k; MCO P1040.31G par. 6003; and MCO
P1040R. 35A, par. 5408. 2b)

d. Service award el ection for Reserve
enlisted personnel participating in the AR
progran? (Ref: |RAM par. 4012.3gg) -

e. Confirnmed incidents of illegal drug
abuse or possession? (Ref: [|RAM par
4012. 3x and MCO P5300. 12)

f. Alcohol abuse? (Ref: [|IRAM par
4012. 3y and MCO P5300. 12)

3. Do adverse entries contain the
appropri ate acknow edgenent and rebutta
option statenent? (Ref: |RAM par. 3008. 3f,
3008. 31, 3008.3r, 3008.3s, 4012.3g, 4012.3n
4012. 3x, 4012.3y, 4012. 3aa)

OFFENSES AND PUNI SHVENT (NAVMC 118(12) (Enlisted

Records Only)

1. Do nonjudicial punishnment (NJP) entries
accurately reflect the offense(s) and

puni shrrent i nposed as recorded on the UPB?
(Ref: 1RAM par. 4013.2)

2. Do NJP entries contain all required
information, to include the date NJP was

i nposed, the RUC of the unit reporting the

puni shrrent, the unit diary nunber and date

on whi ch the punishnment is reported, and

whet her an appeal was nmade and action on
appeal, if any? (Ref: IRAM par. 4013.2b(1))__

3. Are entries made in conpliance with U S

vs Booker, 5 MJ. 238 (CMA 1977) and U. S.

vs McLenore, 10 MJ. 238 (CMA 1981) for each
NJP i nposed? (Ref: IRAM par. 4013.2b(2)) _

4. Are to/fromunauthorized absence (UA)
entries properly recorded and do they agree
with the date(s) entered on NAVMC 118(3)7?
(Ref: 1RAM par. 4013.2b(3) and 4006. 5c)

5. Are mark of desertion entries properly
recorded and the DD Form 553 (Notice of
Absent ee Wanted by the Arned Forces) and DD
Form 458 (Charge Sheet) prepared and

di stributed, when required? (Ref: |IRAM par
4013. 2b(4) and MCO P5800. 8, LEGADM NVAN) -
6. Are renmpoval of mark of desertion entries
properly recorded and DD Form 616 prepared
and distributed, when required? (Ref:

| RAM par. 4013.2b(4)(c) and LEGADM NVAN) _
7. Are GCM and/or SMCRM and AFRM
comrencenent dates correct and properly
recorded? (Ref: [|IRAM par. 4013.3 and
4013. 4)

Figure 3-3.--Sanple Audit Checklist--Continued.
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YES NO REMARKS

RECORD OF CONVI CTI ON BY COURT- MARTI AL ( NAVMC 118(13))
AND SUPPLEMENTARY RECORD COF CONVI CTI ON BY COURT- MARTI AL
(NAVMC 118(13A)) (Enlisted Records Only)

1. Are Records of Conviction by Court-Mrtial
prepared for each summary, special and general
court-martial? (Ref: |RAM par 4014.2) e
2. Is the required "Booker Ri ghts" statenent

bei ng nmade on the reverse of the NAVMC 118(13)

and signed and dated by the accused prior to
the comrencenent of the trial? (Ref: |RAM
par. 4014.2b(1))

3. Are Supplenmentary Records of Conviction
by Court-Martial prepared in all cases

i nvol ving conviction by general court-
martial, and in cases involving conviction
by special court-nartial where an approved
bad conduct di scharge (whether or not
suspended) is included as part of the
sentence? (Ref: |RAM par. 4014.4)

RECORD OF EMERGENCY DATA (RED) ( COVPUTER- GENERATED)
(O ficer and Enlisted Records)

1. 1Is the RED being maintained/filed
correctly, to include printing, auditing,
and certification when required?
(MCTFSPRIM par. 5126 and | RAM par. 4015)

2. Are RED s properly witnessed by a person
assi gned interview and witnessing

responsi bilities by the commander?
(MCTFSPRIM par. 4126)

3. Does the RED include all dependents
listed on the NAVMC 10922 (Dependency
Application) and DD Form 1172
(Application for Unifornmed Services
Identification Card-DEERS Enrol | ment) ?
(Ref: MCTFSPRIM par. 5126; MCO P1751. 3,
Chap. 1; MCO P5512.11, |IRAM par. 4015)

4

. Are corrections to the RED entered in
the Marine’'s own handwiting, then signed
and dated by the Marine? (Ref: MCTFSPRI M
par. 5126)

5. Are corrections to RED data reported in
MCTFS within established timefranmes? (Ref:
MCTFSPRI M par. 5216)

SERVI CEMEN' S GROUP LI FE | NSURANCE ELECTI ON (SGLI)
(VA FORM 29- 8286)

1. Is the SCGLI election on file in the
service record current and conpl et ed
correctly? (Ref: MCO P1741.8 and reverse
side of the form

2. |Is the unusual beneficiary counseling
entry made on the SGLI formfor those

Mari nes who designate a person other than
a spouse, parent, or other dependent or
close relative as beneficiary? (Ref: MO
P1741.8 and MCO P5000. 14B, App. C, par. 8)

3. Was copy 1 of the SGA.I election form
inserted in OQR/ SRB per MCO P1741. 87

4. \Was copy 3 of the SG.I election form
mai l ed to CMC (MVBB-20) per MCO P1741. 87

5. Did the Beneficiary Section contain the
el ection of "By Law'? It should not state
"By Law'. (Ref: ALMAR s 36-94, 110-95 and
147-95.)



MCAP

YES NO REMARKS
Bl R/ BTR

1. |Is the BIR/ BTR being printed/audited/
di screpanci es corrected wi thin working 20
days from when the join has posted in the
MCTFS? (Ref: MCTFSPRIM par. 9500)

2. Are the data elenents in the foll ow ng
sections of the BI R/ BTR correct/updated on
all required occasions; i.e., upon join,
attached TAD? (Ref: MCTFSPRIM par

9500, tables 9-1 and 9-2)

a. Header Infornmation

b. Contract Information

c. Service Information

d. Personal/Mlitary Information

e. Dependent Information

f. Unit Training Information

g. Service Training

h. Service School s

i. Test Scores

RBI R RBTR

1. Has the command designated an i ndividual
in witing, to conduct RBIR RBTR audits/
interviews? (Ref: MCTFSPRIM par. 9603)

2. Does the unit have an established
control systemto ensure the anniversary
RBI R/ RBTR are recei ved and processed?
(Ref: MCTFSPRIM par. 9601)

3. Is the join RBI R RBTR bei ng requested
by the tenth working day follow ng the
processing of the unit diary on which the
Marine was joined? (Ref: MCTFSPRIM par
9601)

4. Are the data elenents in the foll ow ng
sections of the RBI R/ RBTR correct/updated
on all required occasions? (Ref: MCTFSPRI M
par. 9603 and tables 9-3 and 9-4)

a. Header Infornation

b. Contract Information

c. Service Information

d. Record Infornation

e. Security Infornmation

f. Personal |Information

g. Award Information

h. Unit Training Infornation

i. Service Training

j. School-Skills

k. Test Scores

Fi gure 3-3.--Sanpl e Audit Checkli st--Continued.
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YES

| DENTI FI CATI ON TAGS

1. Are all Marines in possession of
identification tags? (Ref: |RAM Chap. 7)

2. Are identification tags prepared in the
correct format? (Ref: IRAM par. 7001 and
NAVPERS 15560 for Navy personnel)

3. Are nedical warning tags prepared in
correct format? (Ref: |IRAM par. 7002 and
NAVMEDCOM NST 6150. 2)

LEAVE AND EARNI NGS STATEMENT ( LES)

1. Are LES s retained on the docunent side
of the service record until the annual/
anniversary audit? (Ref: |RAM par
3001. 3a and 4001.3c(1))

2. Are annual /anniversary LES audits being
acconpl i shed? (Ref: MCTFSPRIM par. 9301)

3. Are annual dependency and VHA
certifications being acconplished, as
requi red? (Ref: MCTFSPRIM par. 9301)

4. Are procedures established to ensure

the required audit and correction of al
LES s in the service record is acconplished
upon receipt of the first LES after a Marine
is joined for duty or attached for TAD
returned from TAD i n excess of 30 days?
(Ref: MCTFSPRIM par. 9301; APSM par
110104. 2b)

5. Are procedures established to ensure
all PCS delay and/or TAD |l eave is posted to
the LES correctly/tinmely? (Ref: MO
P1050. 3G par. 5007.2)

PRI VACY ACT STATEMENT (NAVMC 11000)

1. 1Is a signed copy of the NAVMC 11000 on
file in the service record? (Ref: |RAM
par. 3001.3yy and 4001. 3c(65); MCO 5211.2)

NO  REMARKS

Figure 3-3.--Sanple Audit Checklist--Continued.
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UA/ DESERTER SRB AUDI T CHECKLI ST

Page 3

_____ To UA entry recorded?
Ref: MCO P1070. 12H, par. 4006. 5c.

_____ Correct date used for to UA entry?
Ref: MCO P1080.40, par. 5160 and MCO P1070. 12H
par. 4006. 5c.

_____ Dr opped decl ared deserter entry recorded?
Ref: MCO P1080. 40, par. 4205 and MCO P1070. 12H
par. 4006. 5c.

_____ Correct date used in declaring the Marine a deserter?
Ref: MCO P1080. 40, par. 4205 and MCO P1070. 12H
par. 4006. 5c.

Page 23/ RCS:

_____ Conduct/duty proficiency marks assigned on the date
preceding the to UA date?
Ref: MCO P1070. 12H, Table 4-4, Rules 9 and 10.

_____ Conduct/duty proficiency marks of 0 and NA, respectively,
assigned with an effective date the sane as the to UA date?
Ref: MCO P1070. 12H, Table 4-4, Rules 11 and 12.

Page 12

To UA entry recorded?
Ref: MCO P1070. 12H, par. 4013.2b(3).

Drop decl ared deserter entry recorded?
Ref: MCO P1070. 12H, par. 4013. 2b(4).

Correct date used in declaring the Marine a deserter?
Ref: MCO 1080. 40, par. 4205.

M scel | aneous:

NAME:

Si gned copy of the DD Form 553 (Notice of Absentee Wanted
by the Armed Forces) filed on the docunent side of the
service record?

Ref: MCO P5800.8C, par. 5002.2d(5)(b).

Copy of prior to the 10-day/Next of Kin Letter filed on
the docunent side of the service record?
Ref : MCO P5800. 8C, par. 5001.5.

Heal th and Dental Record (to acconpany the service
record)?

Ref: Manual of the Medical Departnment (MANMED), Chapter
16, Section 3 and MCO P1070.12H, Table 4-1, Rule 22.

NAVMC 10154 (Personal Effects Inventory Form placed on
the docunent side of the service record?
Ref: MCO P4050. 38, Chapters 4 and 9.

NAVMC 10557 (Menorandum Recei pt for Individual/Grrison
Equi pnent) ?
Ref: MCO P4050. 38, Chapters 4 and 9.

NAVMC 6 (Request for Checkages)?
Ref: MCO P4050. 38, Chapter 9

GRADE: SSN

Figure 3-4.--Sanple UA/ Deserter SRB Audit Checkli st.
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LEAVE AND EARNI NGS STATEMENT (LES) AUDI T PROCEDURES

THE "T" AUDIT. The Marine Corps Adm nistrative Analysis Teans
(MCAAT) devel oped a systematic audit procedure referred to as the
"T" audit. Wen used, the "T" audit will ensure that the service
record is thoroughly reviewed and results in detection of pay-
related errors. This procedure uses the LES as the base docunent
fromwhich all supporting docunents or entries are verified for
correctness. The "T" is forned by auditing across section B of
the LES, then down section F. The audit, discussed in detail,
follows the below listed steps. (Note: Those steps in the bold-
face type are concerned with both active duty and reserve records.)
The category headings followed by an "(A)" deal solely with active
duty records and those followed by an "(R)" are audit steps for
reserve records. In addition to the "T" Audit, the Visual Inquiry
System (VIS), being an integral part of the on-line diary system
shoul d be utilized to the fullest extent possible to ensure a
thorough audit of pay-related entitlenents is conpleted. This
audit should include a review of active Remarks Screens, TRS
Remar ks Summary Program and the MCTFS on-line automated LES in
conjunction with any established audit procedures.

1. Gade

2. Pay Entry Base Date (PEBD)

3. dothing Replacenent Allowance (CRA) (A

4. Expiration of Current Contract (ECC)

5. State Tax Code (See DD Form 2058 and 2058-1, if required)
6. |IRS Form W4

7. Service Record Page 3, Chronol ogi cal Record

8. Service Record Page 8a, Mlitary and Civilian Cccupational
Speci alties, Education Courses; Technical Training and Tests
Conpl eted (A

9. Service Record Page 9, Conbat History - Expeditions -
Awar ds Record

10. Service Record Page 11, Administrative Remarks
11. Service Record Page 12, O fenses and Puni shnents

12. Service Record Page 13 or 13a, Record of Conviction by
Court-Marti al

13. Record of Enmergency Data (RED)

14. Individual Deployment Record (IDR)

15. LES's

16. Dependency Certification (Contained in Annual LES)

17. DD Form 2494, Uniforned Services Active Duty Dependents
Dental Insurance Plan Enrollment Election (A)

18. DD Form 2057, Contributory Education Assistance Program -
Statement of Understanding (A)

19. DD Form 2366, Veteran's Education Assistance Act of
1984 (d Bill) - Statenent of Understanding (A)

20. DD Form 2484, Sel ected Reserve Educati onal Assi stance
Program (G Bill) Notice of Basic Eligibility (R

21. DD Form 2058 and 2058-1, if required, State of Legal
Resi dence Certificate

22. NAVMC 10922, Dependency Application

23. VA Form 28-8951 (replaced NAVMC 11058), Benefits/Waiver
Certification (R)

24. NAVMC 11051, Assignnent to or Term nation of Governnent
Quarters or appropriate formused by the Army, Navy, or Air Force
(A

25. NAVMC 11192, Variabl e Housing Al l owance Application (A)

26. NAVMC 11060, Separation/Travel Pay Certificate - current
contract only

27. Statement of Understanding (Sel ective Reenlistment Bonus
Program (SRBP)) (A)

Figure 3-5.--LES Audit Procedures.



28. Statenent of Understanding (Enlistnent Bonus Program (EBP)) (A
29. Statenent of Understanding (Reserve Optional Enlistment Program (RCEP)) (R
30. Statenent of Understanding (Sel ected Reserve Incentive Program (SRIP)) (R
31. Statenent of Understanding (Sel ected Reserve Affiliation Bonus (SERAB)) (R
32. Prior Enlistnent Contracts (DD Forns 4 and any extension agreenents attached thereto)
33. DD Form 1966, Application for Enlistnment - Arned Forces of the United States
AUDI T STEPS

Step #1: Gade. The primary concern in this category is the proper adm nistration of
pronotions to PFC and LCpl in addition to properly effecting reductions. Using the Total Force
Prom Grade remarks verify the date of rank and effective date for pronotions to PFC and LCpl to
ensure appropriate time in grade and tine in service requirenents have been attained in
accordance with MCO P1400.32. Use the DD Form 1966 to check for contract pronotions. For
reductions review the unit puni shnent book, pages 11, 12, 13, 13a of the service records to
ensure proper dates of rank and effective dates are reported. For punitive reductions the date
of rank and effective date will be the date the reduction was effected while for administrative
reductions the Marine will receive the date of rank previously held in the grade to which
reduced, with an effective date of the date of reduction. Also, attention nust be paid to those
suspended reductions that have been vacated and ordered executed. The DOR/ ED for vacated
reductions is the date of vacation. |f the Marine has broken service, reappointnent should be
| AW MCO 1100. 77.

Step #2: PEBD. Examine the record of time lost. This should include a review of pages 11,
12, 13, and 13a; annual LES and J905 remarks. |If there is tine |lost, ensure that the PEBD is
advanced by a period equal to the time lost, conputed on a 30-day-nonth basis. |If there is no
tinme lost, the PEBD in MCTFS should be consistent with the DD Form 4 (Enlistnment Contract). |If
there is no prior service shown in block 9a or 9b, then the date shown on the DD Form 4/1 should
agree with the current LESif prior to 1 January 1985. |If the DD Form4/1 is dated 1 January
1985 or later (for regular conponent Marines), the PEBD shoul d be the date shown on the DD Form
4/ 4, (the date the Marine entered active duty). A reserve Marine’s PEBD is still the date shown
on DD Form4/1, if the Marine enlisted in the reserve conponent prior to 28 Novenber 1989. |If
there is prior service shown, inmediately locate the earliest contract and establish a statenent
of service. List all periods of service, active and inactive, and then verify PEBD. For
enlistments on or after 28 Novenber 1989, it is creditable service only if the reserve nenber
perforns inactive duty training before beginning service on active duty (Category "P") or active
duty for training. Before adjusting any PEBD s, always | ook for tine lost on prior contracts if
the Marine has broken service.

Step #3: CRA (A). If the Marine has no prior service, turn to the DD Form 4/ 4, the |ast
page of the contract. This page will show the active duty base date, which is also the CRA date
if there is no prior service. Verify this date with the CRA date in block 9 of the current LES.
If the Marine has prior broken USMC service, refer to MCTFSPRIM par 5018, Table 5-13 to
determne the menber’s CRA or RCRA date. Conditions of entitlenment to C othing Replacenent
Al l owance (CRA) and Reduced d ot hi ng Repl acement (RCRA) are contained in MCO P10120. 28, par 4210
and 4220; and DODFMR, Table 3 55, Rule 4. A decision logic table is located in Table 5-13 of
the MCTFSPRI M

Step #4: ECC

a. Active. The ECCis conputed by using the entry to active duty date and the
nunber of years for which enlisting. The ECC should be the date of enlistment/reenlistnent plus
the nunber of years enlisted/reenlisted for m nus one day. (Note: Tine |ost on pages 12 and 13
will increase an ECC on a day for day basis.) Conpare your comnputation against block 10 of the
current LES. In the case of extensions the ECC will be the effective date of extension plus the
nunber of nonths extended for m nus one day.

b. Reserve. To verify the ECC, use the DD Form 4 to establish when the Marine
first enlisted and for how | ong. Exanple: Enlisted on 820715 for six years, the ECC is 880714.
If the Marine's ECC does not agree, check pages 12, and 13 for periods of tine |lost. Renenber
that time | ost for ECC proposes is conputed on a day for day basis rather than the 30-day basis

used for PEBD conputations. |If the Marine has reenlisted, nmake sure the correct date of
reenlistment and correct nunber of years were reported. MCTFS will automatically adjust the
ECC. Extensions will be reviewed in the same manner as active duty extensions.

Step #5. State Code. Conpare the state code in block 16 of the current LES against the DD
Form 2058. |If no DD Form 2058 is on file then the state code on the LES should agree with the
honme of record shown on the enlistment contract.

Figure 3-5.--LES Audit Procedures--Continued.



Step #6: W4. Verify that the tax plan on the LES agrees with the plan
shown on the W4. Watch for those that show "married, but withhold at the higher
single rate". This tax plan should be "S-01" or "S-02" as indicated, not "MO01" or
"M02". Also, watch the tax exenption status for the states of NY, NJ, OR and CT.
Those Marines that have no tax withheld fromtheir pay should have a W4 Form
indicating "Specific" and "None" as stated in the MCTFSPRIM par 5059.6. Prior to
reporting "Specific" and "None" tax exenption on Marines with a | egal state residence
of NY, NJ, and CT, deternine whether or not they are residing in the barracks. For
t hose Marines desiring exenption fromtaxes for Arizona, an Arizona State Form A-4M
(Mlitary Election not to withhold) nmust be filed with the state. A copy is placed in
the SRB. See MCTFSPRIM par. 5059.14 and the DODFMR. The state of CT requires Form
W4 CT for state tax exenption.

Step #7: Page 3, Chronol ogi cal Record

a. Active. Conpare periods of elapsed tine between duty stations with
rel ated PCS/ TAD Del ay. Conpare entries relative to periods of TAD away fromthe
permanent duty station with TAD rations credits/checkages, FSA, or Foreign Duty
credits.

b. Reserve. Verify periods of ADT/AD with MCTFS remarks screens MB82/
MB87/ MB88 (Entitlenent credits/debits) for entitlenment to BAS, COVRATS, FSA, and
Foreign Duty Pay as applicable.

Step #8: Page 8a, Mlitary and Civilian Cccupational Specialties, Education
Cour ses; Technical Training and Tests Conpleted (A). TAD ration credits/checkages,
FSA credits, or foreign duty credits.

Step #9: Page 9, Conbat Hi story - Expeditions - Awards Record. Check the
conbat history/expeditions section for battles, expeditions, or operations which the
Marine participated in to ensure receipt of all proper pay entitlenents, i.e., foreign
duty pay, hostile fire or imm nent danger pay, Federal Tax Exenption, FSA, etc.

Step #10: Page 11, Administrative Remarks. Skimthrough the entries on
each page 11 in the service record. Look for entries concerning extensions, contract
or appoi ntnent acceptance and record changes authorized by CMC, proficiency pay,
reenlistment bonuses, | HCA/I HFA excused as unavoi dabl e (NOTE: The | HCA/ I HFA shoul d
not have been charged as |l eave.), indications of Career Sea Time, or any entries which
coul d be pay rel ated.

Step #11: Page 12, O fenses and Puni shnents. Look for any periods of tine
|l ost (not recorded el sewhere) or punishment awarded by the conmmandi ng of ficer, such as

reductions and forfeitures. |If the LESis on file in the service record that shows
t he puni shment, verify it. |If the LESis not on file, look at the UPB and verify that
the entries were reported on the unit diary. This can only be done if the punishment

was awarded at the current conmmand within the previous 2 years.

Step #12: Page 13 or 13a, Record of Conviction by Court-Mrtial. Look at
the page 13 or 13a, if applicable. Exanine it the sane way as in step #10.

Step #13: Record of Emergency Data (RED). (Note: |If all dependents are
shown to be overseas, verify proper ternination of DDP.)

a. Active and Reserve

If there are dependents shown, imediately |ook for a NAVMC 10922 and ensure
that all the Marine's dependents are shown. Next ensure that any dependents that are
21 years or older (or less than 23 years of age if a full-time college student) are
renoved fromthe BAQ application. (Dependents of Marines in the regular conponent may
be i ssued a dependent ID card and reflected on the 1172, but they are not dependents
for BAQ purposes.)

b. Active. |If the Marine is stationed overseas, verify the location of
dependents and conpare the zip code with the one on their current LES, if VHA
entitlements are being credited. Marines serving in the U S should be receiving
entitlements for the zip code of their permanent duty station or place where
performng duty if assigned away fromthe adm nistrative unit |ocation.

Figure 3-5.--LES Audit Procedures--Continued.
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Step #14: |IDR (Individual Deploynment Record)

a. Active. Audit the IDR for periods involving credits of
DOPMA BAS or checkages of BAS for field duty as appropriate. Check
for periods of deployed tine which are creditable for cunul ative
career sea tine using MCTFS remarks screens J907, J913, and J963.

b. Reserve. Audit the IDR of Marines with prior active
servi ce where accunul ated depl oyed tine/career sea service accrued.
If an IDRis not in the SRB/OQR establish a conplete career sea
duty history. This history nay be recorded on a |ocally devel oped
form verified and signed by the Marine, and filed on the docunent
side of the SRBFOQR. Al reserves nust have a Career Sea Service
page on file in the SRB/ OQR regardl ess of whether they have any
accunul ated career sea tine.

Step #15: LES

a. Active. Audit straight down the LES, verifying that the
Marine has correct entitlenents: Base Pay and sone type of BAQ
If the Marine has dependents then | ook for VHA or a quarters
deduction. If overseas, then | ook for sonme type of COLA and
possibly CHA or Foreign Duty Pay. Also ook for Fam |y Separation
Al'l owance for married Marines. (Note: For FSA entitlenents
ensure that the Marine has | egal custody of the dependents, if he
is divorced, no entitlenent exists for children claimed for child
support purposes.) You should end at the remarks section. Read
them t horoughly, looking for a change in tax plan, term nation
of pay and al | owances because of ECC, |eave periods or periods of
del ay, pronotions, or reductions. The next itemis the |eave
bal ance on the previous nmonths’s LES. Check for proper accrual s/
non accruals (i.e., Cof G EofE reenlistnent, LSL settlenents,

PCS/ TAD/ Annual Leave/ Excess Leave). Then continue to audit the
next LES as you did the one before. Audit each LES the sane way
until you get to the annual LES. (Note: Ensure all chargeable

| eave taken is posted and correct according to avail able docunents,
i.e., departure/return tines on the | eave paper, PCS/ TAD orders.)
The annual LES will be the sane nonth as the last digit of the
Marine's social security nunmber. Audit this LES the samway as the
ones above it. \Wen you get to the remarks section there wll be
more information than on a normal nmonthly LES. Audit the career
LSL record. If there is prior service, refer to the statenent of
service and determine if the Marine could have settled LSL (EofE
reenlistnent or first extension). Verify paynents of |eave
settlements with DD 114’s, NAVMC 11060’s, DD 214's and MCTES
remar ks screens J929, J936, J947, and J952. Also verify

cunul ative career sea tine, bonuses received (conpare with the
NAVMC 11060 or DD Form 214) and operational flying status of

avi ation officers.

b. Reserve. Audit straight down the LES, verifying that the
Marine has the correct entitlenents using the sane nethods as those
used in reviewi ng active duty LESs. The annual LESs for the SMCR
are based on the reservist’s anniversary nonth. Additionally,
review the posting of Active Duty for Training (ATD) and
Inactive Duty Training (I1DT) as foll ows:

(1) Drills (IDT). Conpare the drills shown on the LES
with those the Marine performed using the unit nuster sheets and
MCTFS remarks screen DO81. |nvestigate any discrepancies and take
corrective action.

(2) Active Duty for Training (ADT). Conpare periods of
active duty shown on the LES with the orders for active duty. Be
sure that the periods agree. Verify that Basic Pay and BAQ have
posted at the appropriate rate. Report rations allowance as
requi red by the DODFMR and MCTFSPRIM  MCTFSPRIM par 5009 and
Tabl es 5-7 through 5-12 should be used to assist in nmaking rations
al | owance determ nations.

Step #16: Dependency Certification

a. Active. |If the Marine is receiving BAQ (with dependents)
then audit the dependency certification on the annual LES. The
period covered by the certification for the previous year ends on
the | ast day of the nonth of the |ast number of the social security
nunber. For exanple, if the last digit of the SSNis 7 the
certification would be through 31 July. The begi nning date woul d
be 1 August of the previous year, or the date the Marine acquired
dependents (if later), or term nated quarters (if later). The
Marine certifies only for those periods in the previous year that
he (1) had dependents and (2) did not occupy adequate quarters.

b. Reserve. |If the Marine is entitled to receive BAQ (with
dependents) during active duty periods, then audit the dependency
certification on the annual LES. The |ast date of certification
is the last day of the nobst recent anniversary nonth (or the | ast
day the Marine was entitled to BAQ on behal f of the dependent(s)).
The first day of the certification period is the first day of the
month followi ng the previous certification period or the date
dependents were acquired, whichever is later. For exanple, if a
Marine's nmost current Annual LES is the April 1993 LES and the
Marine is entitled to BAQ "with dependents”, then the dependency
certification period would be 1 May 1992 through 30 April 1993.

Fi gure 3-5.--LES Audit Procedures--Continued.
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Step #17: DD Form 2494 (A). DD Form 2494 (A). Audit the
"Dependents Dental Insurance Plan Entitlenment Election"” form

agai nst the LES to ensure that the correct amount is being
deducted. Ensure that Marines paying the single premumrate are
changed to the famly rate when dependent children attain the age
of four. This change is effective on the first day of the nmonth
the child reaches four years of age. Also, verify the initia
start agai nst the MCTFS D932 screen and the information on the
current DD Form 2494.

Step #18: DD Form 2057 (A). Audit the reverse side of the VEAP
formto ensure that it: (1) is signed by the Marine and the
witnessing official; (2) shows an election to participate (if so,
how much) or not to participate; and (3) reflects any and al
changes to the Marine's initial election. Conpare this with the
current LES and ensure that the Marine's election is being conplied
with. Renmenber, the maxi mum wi t hhol di ng under VEAP is $2, 700. 00.

Step #19: DD Form 2366 (A). Audit the MAdB formto ensure that:

a. The Statenment of Understanding and Statenent of Enroll nent
are signed by the Marine and wi tnessing official

b. The formremains on file for 3 years; and

c. Conpare this with the LES to ensure that $100.00 per nonth
for 12 consecutive nonths is being taken fromthe Marine's pay.
Renmenber, taxes are figured on the Marine' s base pay, |ess the
M3 B deducti on.

Steps #20 - #33: Ensure that required docunents are on filed and
properly audited, and necessary information has been input into
MCTFS.

Step #34: Next, use the 1966/7 and verify whether or not the
programenlisted for is a programthat would entitle the Marine to
an enlistment bonus. (See Marine Corps directives in the 1130
series.)

NOTE: Continue to | ook at the remmi ning standard pages for
letters, speedletters, or nessages that pertain to prior
service, reenlistnent bonuses, |eave entitlements, |eave
bal ance reconstruction, etc. |

|

Figure 3-5.--LES Audit Procedures--Continued.
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OVERVI EW OF SUPPORTI NG DOCUMENTS USED | N THE AUDI T PROCESS

ENLI STMENT/ REENLI STMENT DOCUMENT, DD FORM 4 AND ACCEPTANCE
APPO NTMENT AND RECORD, NAVMC 763

1. Certain entries on the DD Form4 (or record of induction) and
NAVMC 763 bear a direct relationship to the adm nistration of pay
and al | owances and shoul d be used as the primary source for
verification of entries on other pages of the SRB/ OQR

2. Reenlistment Bonus Data. For reenlistnments from COctober 1962
to 30 June 1976, reenlistment bonus data was placed on the reverse
of the reenlistment contract by the disbursing officer which nade
the payment. For reenlistnents after 30 June 1976, comandi ng

of ficers put the reenlistnment bonus data on page 11 of the service
record. The page 11 entry requirement was elimnated in April
1981. When conducting the annual audit, conpare the reenlistnent
bonus data on the annual LES with previous entries on any NAVMC
11060, if available, previous entries nmade on enlistnent contracts
and/ or page 11 to ensure all bonuses received are reflected. Al so,
view the Regul ar and Sel ective Reenlistnment Bonus Records contai ned
in MCTFS VIS remarks J903 and J904, respectively. Per the APSM
par agr aph 10421, verify any discrepancies with the disbursing

of ficer.

3. The MCTFSPRIM paragraph 5164 contains information for
reporting voluntary extensions of enlistnents; the MCTFSPRI M

par agr aph 4401 pertains to USMC and USMCR personnel on AD with a
conponent code of CD who will reenlist in the Marine Corps Reserve
and remain on AD and paragraph 4800 pertains to USMCR personnel
concerning the reporting of reenlistnments. (Qher references:
DODPM part 1, Chap. 9 (RRB, SRB); MCO 1130.57 (EBP); and MCO
7220R. 38 (SRIP))

AGREEMENT TO EXTEND ENLI STMENT ( NAVMC 321a)

1. Several actions associated with the proper adm nistration of
pay and al | owances invol ve cases where vol untary extensions of
enlistment occur. Entitlenments depend upon the extension becomn ng
effective and the length of the voluntary extension.

2. Effective Date: The effective date of the first voluntary
extension of enlistment is the date followi ng conpletion of service
under the current enlistment contract, as set forth in the

MCTFSPRI M par agraph 5164, MCO P1040. 31, and MCO P1040R. 35. An
exception to this normal rule applies in the case of voluntary

ext ensi on agreenments executed during the period of an involuntary
extension. The effective date then would be the date the Mrine
executed the voluntary extension. Tinme |lost on the current
enlistment or current extension agreenent nust be nade good before
an extension/additional extension becones effective.

3. Lunp Sum Leave (LSL) Settlenents

a. Active. On the effective date of a first voluntary
extension of enlistnent, a Marine who has an unused | eave bal ance
is entitled to a cash settlenent for unused | eave, provided the
Mari ne has not previously been paid a cunulative total of 60 days
LSL on or after 10 February 1976. The duration of the extension
agreenent has no bearing on the LSL entitlenent. (Refer to the
DODPM table 4-4-4.) \Wen reviewing the service record of a Marine
who is serving on a voluntary first extension of enlistnent,
conpare the first extension agreement with the LES to ensure that
the proper | eave accounting actions have been acconplished. Check
and verify Career LSL on the annual LES and MCTFS VI S remark
screen J947.

b. Reserve. Reserve Marines who perform 30 consecutive days
of active duty are paid for unused | eave upon rel ease unl ess they
were previously paid a curmul ative total of 60 days LSL on or after
10 February 1976. The active duty period may be a single
continuous period or may be nultiple consecutive periods that
equal or exceed 30 days. Ensure the career LSL remark is updated
each tinme this occurs. Be especially alert to | ADT periods. If a
MCTFS record was not successfully established, the LSL remarks nust
be corrected. Upon request, the DFAS-KSC (FJV) will provide the
nunber of days paid. (Ref: MCTFSPRIM par. 5089) Check and
verify Career LSL on the annual LES and VIS MCTFS renmark screen
MB47T.

| NOTE: Effective 2 August 1990, the 60 day LSL Iimtation does
| not apply to RESERVE nenbers serving on active duty

| (other than for training) in connection with Qperation
| Desert Shield/Storm (Ref: P.L. 101-510, Sect. 1115,
| of Nov 5, 1990.

I
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4. LSL/Leave Disposition on Reenlistnent or First Extension of
Enlistment (A)

a. A Marine can be paid LSL on an EofE reenlistment or on the
effective date of the first voluntary extension of enlistnent. An
Eof E reenlistrment is defined as a reenlistment within three nonths
of actual ECC, e.g., reenlistnent 911001, Marine's old ECCis
911220, Marine has an EofE reenlistnent. (Note: When conputing
the three nonth tinme frame, the day of nornmal expiration of
enlistnment is not included. For exanple: A Marine with an ECC of
920801 and reenlists on 950501 woul d be considered within the three
nmont h period even though inclusively it would be three nonths and
one day.) Reference the APSM par. 10203.1(c). The mpjority of
errors detected in this area are caused by | eave which has not been
reported or has not appeared on the LES's. Wen the NAVMC 11060 is
submitted to the disbursing officer for payment of LSL, it is
inmportant that all |eave docunentation on file in the service
record is verified, and if |eave periods are not reflected on the
LES's they nust be noted on the NAVMC 11060. The second nmj or
error in this area is the paynment of nore than 60 days unused | eave
on or after 10 February 1976. February 10, 1976 is the date the
|l aw was changed to limt a Marine to selling 60 days unused | eave
per career. (Ref: DODPM table 4-4-3, notes 1 and 2; and APSM
par agr aphs 10201. 3 and 40411)

b. Verify the | eave bal ance on any LES which reflects a change
of ECC. If the Marine sold | eave, ensure the | eave bal ance was
reduced by the nunber of days sold as indicated in the disbursing
officer’s endorsenment on the NAVMC 11060. If a Marine has a
negati ve | eave bal ance when reenlisting, ensure that the unit
reported the advanced | eave bal ance carried forward.

| NOTE: The maxi mum anount of advanced | eave which can be carried
| forward into a new enlistnent or extension of enlistnent

| is either 30 days or the ampunt of |eave that can accrue
| during the new enlistnment or extension, whichever is

| less. Anything in excess of that ampunt is to be charged
| as excess | eave.

I

PACGE 3, CHRONOLOG CAL RECORD

1. Al though having little direct bearing on the administration of
pay and allowances, the page 3 is a very inportant source docunent.
As a source docunent, the page 3 can be used to verify other
entries and information contained in the service record which does
relate directly to the adm nistration of pay and all owances. The
foll owi ng paragraphs provide sonme of the research uses of the page
3.

2. Leave Accounting. Conpare periods of elapsed tine between duty
stations with the LES to determ ne whether delay en route has
posted. If proceed, delay and travel have not posted on the LES,
check related travel orders on the docunent side of the service
record. The page 3 is also a good indicator of possible el apsed
time. If, after verifying the join and transfer dates on page 3,
there is an indication that delay en route is involved and the
delay is not reflected on the LES, the possibility exists that the
Marine has not conpleted a travel claim Try to obtain a copy of
the liquidated travel claim If a copy exists, request the

di shursing officer report the elapsed tinme on the disbursing diary.
If a copy does not exist, have the Marine subnmit a travel claim

3. Periods of Tenporary Duty (TDY)/Tenporary Additional Duty
(TAD). Conpare entries relative to periods of TDY/ TAD away from
the PDS with LES s to deterni ne whether appropriate credits or
checkages of rations have been reported on the unit diary and have
posted to the LES. Ensure that any periods of |eave taken in
connection with the TDY/ TAD have been reported by the disbursing
of ficer.

4. Periods of Nonduty. Conpare periods of nonduty which involve
time lost with VIS MCTFS remark screen J905 and entries on 11, 12,
13, and 13a, as applicable, to ensure they all agree (al so check
page 5 on the docunent side of the SRB for entries.). Examine the
LES' s to ensure the PEBD and ECC have been properly adjusted and
proper deductions for nonaccrual of |eave have been effected.

5. dothing Replacenent Allowance (CRA)

a. Conpare the date of assignnment to active duty with the
related entry on page 3, the DD Form 4, and block 9 of the LES to
determine that the CRA date is properly substantiated. (Ref: MO
P10120.28, ICR, Chap. 4 and MCTFSPRI M paragraph 5018).

b. Incorrect CRA Date
(1) The CRA date is normally the date the Marine cane on
active duty. Conpare the date the Marine cane on active duty,
shown on the DD Form 4, and the date in block 9 of the LES.
Normal |y these dates shoul d agree.
(2) Conditions of entitlenent to CRA and RCRA are contai ned

in MCO P10120. 28E, Chap 4; and DODPM table 3-5-5, rule 4. A
decision logic table is located in table 5-13 of the MCTFSPRI M

Fi gure 3-5.--LES Audit Procedures--Continued.
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PAGE 11, ADM NI STRATI VE REMARKS

1. Absence IHCA/IHFA. Conpare entries on VIS MCTFS renark screen
J905/ MB05 and pages 3, 12, 13, and 13a, as appropriate, to
determine that the periods agree. |f the absence was not excused
as unavoi dabl e, as provided in the |RAM par. 4012.3a, the tine

|l ost entry must be reported and appropriate deductions for
nonaccrual of |eave reflected on the LES. When an extended peri od
of tine has elapsed following return to duty and the civil case is
still pending, effort should be made to determine the status of the
case. In cases where the enlisted Marine is | HCA/ I HFA and | ater
acquitted or released without trial, record inclusive dates of
confinenent and the fact of the acquittal or release without trial,
as directed by the |RAM par. 4012.3a. A review of these entries
shoul d determ ne that the PEBD was not changed; that deductions for
nonaccrual of |eave do not reflect on the LES; and that pay and

al | onances checked for the period of absence have been restored.
Due to the numerous cases when | HCA/ | HFA can and cannot be charged
as tine lost, reviewthe listed references. (Ref: DODPM part 1,
table 1-3-2 and MCTFSPRIM par. 5084 and 5085.)

2. PEBD. Wen an entry appears indicating a CMC approved
correction to dates on the DD Form 4, verify reconputation of the
PEBD.

PAGE 12, OFFENSES AND PUNI SHVENTS; PAGE 13, RECORD OF CONVI CTI ON
BY COURT- MARTI AL; PAGE 13A, SUPPLEMENTARY RECORD OF CONVI CTI ON BY
COURT- MARTI AL

1. Active

a. Conparison of Entries. Screen all page 12 entries for
possible lost time and/or reduction in grade. Conpare with entries
on the ROS and pages 3, 11, 13, and 13a, as appropriate, to ensure
agreenent and actual conpletion of all required entries. Ensure
required entries have been reported on the unit diary by view ng
VIS MCTFS renark screens J905, and J925.

b. Absence Excused as Unavoi dable. Ensure periods of
unaut hori zed absence in excess of 24 hours, which have been excused
as unavoi dabl e by the conmandi ng of fi cer, have been properl
converted and charged as | eave, when required. (Ref: MCO P1050. 3,
par. 2021; DCDPM table 1-3-2; MCTFSPRIM par. 5160)

c. Conmanding O ficer’'s Punishnent. Screen NJP entries for
|l egal propriety of the action. Forfeitures nust be expressed in
even dollar anpbunts to the | owest even dollar. Refer to the
MCTFSPRI M par. 5107, LEGADM NVAN, par. 2005, and MCM 1984,
part V, par. 5. Wen a reduction and forfeiture are jointly
awar ded, the ampunt of the forfeiture nust be based on the grade to
whi ch reduced, even though the reduction nmay have been suspended.
Conmon errors with NJP involve forfeitures that exceed the maxi mum
al | owabl e anmounts, and failure to report the punishment on the unit
diary.

d. Forfeiture Erroneously Reported/ Exceeds Maxi num Al |l owabl e.
This error occurs when pages 12, 13, or 13a, as appropriate,
di sagree with what is reflected on the Marine's LES. For exanple:
Page 13 shows forfeiture of $100.00 per nmonth for 2 months with 1
nmont h suspended. However, the LES reflects a total forfeiture of
$200. 00. Anot her common error occurs when the maxi mum anmount of
the forfeiture awarded is greater than that allowable by |aw
Refer to the MCM 1984, part 5 for the maxi mum anount of
forfeitures allowable. (Ref: MCTFSPRIM par. 5027)

e. Not Recorded or Filed in SRB. The LES reflects a
puni shnent (forfeiture) for which there is no correspondi ng page 12
entry or page 13 on file in the service record. (Ref: [|RAM par.
4013 (page 12) and 4014 (page 13)).

f. Errors connected with conviction by courts-martial involve:

(1) Reporting an effective date on the unit diary other
than the date the convening authority (CA) approved the sentence
and ordered it executed (MCTFSPRIM par. 5027); and

(2) Failure to report reductions of the sentence directed
by the reviewing authority. (Ref: MCTFSPRIM par. 5027); and

(3) Good Conduct Medal date not being run, or incorrectly
run due to confinenent tine being counted as good tine.
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2. Reserve

a. Ensure that punishnents shown on pages 12 and 13, as
appropriate, were reported and posted to the LES. Be sure that
forfeitures or punitive reductions shown on the LES are on pages
12 or 13. Ensure the required entries have been reported on the
unit diary by reviewing VIS MCTFS remark screens M305, MB25 and
MB84. Refer to MCTFSPRIM par. 5160, when the absence is excused
as unavoi dabl e.

b. Verify that the punishnment awarded di d not exceed the
commander’s authority (see MCM 1984, part 5). To calculate the
maxi mum amount of an NJP forfeiture, consider three things; (1)
the grade of the officer awarding the forfeiture, (2) the Marine’'s
rate of pay, and (3) the number of scheduled drills to be perfornmed
during the period of the forfeiture. Conpany grade officers
(captains and bel ow) can award forfeitures up to 7 days pay for 1
nonth. Field grade officers (mgjor through colonel) can award
forfeitures of 1/2 of 1 nonths pay for 2 nonths. Oficers in
charge, regardl ess of grade, are linited to the punishment
aut hori zed for a conpany grade officer.

c. Wen only IDT pay (conmonly referred to as drill pay) is
i nvol ved:

(1) Determine the anount the Marine is entitled to for the
performance on one |IDT period. Pay for 1 IDT period is 1/30 of the
nmont hly basic pay prescribed for the Marine' s grade and years of
service. DODPM par. 80301 applies.

EXAMPLE: Accused is a PFC with less than 2 years tine
in service
Base pay = $845. 10
$845. 10 X 1/30 = $28. 17

(2) Determi ne the nunber of IDT periods for which pay is
subject to forfeiture. A conpany grade officer nay not inpose a
forfeiture which extends beyond a one-nonth period. A field grade
officer may not inpose a forfeiture that extends beyond a two-nonth
peri od.

EXAMPLE: A conpany grade officer inposed NJP on
12 July. The accused perforned 2 | DT periods on 12 July and the
unit is scheduled to perform4 |IDT periods between 12 July and 11
August (2 I DT periods each on 10 and 11 August). The total |DT pay
subject to forfeiture is 6 | DT pay periods, conputed as foll ows:

12 July date perforned 2 | DT peri ods
10 August scheduled IDT: 2 |IDT periods
11 August scheduled IDT: 2 |IDT periods

(3) Determine the anount of pay subject to the forfeiture
by multiplying the pay for 1 IDT period by the nunber of |IDT
peri ods performed or schedul ed during the period of forfeiture
applies:

EXAMPLE: $28.17 IDT pay for 1 IDT period
X 6 | DT periods

$169. 02 Total subject to forfeiture

(4) Deternmine the maximumforfeiture by taking 7/30th’s
(or 15/30th's for field grade) of total pay subject to forfeiture.
Maxi mum forfeiture = Single |IDT period Basic Pay X Nunmber of |DT
Peri ods Scheduled Wthin Next 30 Days X .2333 (decinmal equival ent
of 7/30) (Round to | owest whol e dollar anount.)

EXAMPLE: 7/30th’s or .2333 X $169.02 = $39. 43
Maxi mum = $39. 00 Stated in whol e dollar anmpunts.

Figure 3-5.--LES Audit Procedures--Continued.
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ANNUAL LES

1. The anniversary (annual) LES is a printout of the information
contained in the Marine's Master MIlitary Pay Account (MWPA)

mai nt ai ned at Kansas City, Mssouri. The information on the
anniversary LES is identical to the information which appears each
month on the Marine's LES and contains a history of bonuses and

| eave data for active duty accounts.

2. Al LES s in the field service record may be renoved, with the
exception of the annual LES, once all information on the annual LES
has been verified as accurate or corrective action initiated.

3. Annual Audit Verification

a. Active. Regular |eave balance - this shows the regul ar
| eave bal ance at the end of the period covered by the annual LES.

(1) Check to see that all |eave periods are posted and that
any delay en route, as indicated on page 3, is reflected. Because
| eave papers and PCS/ TAD orders whi ch authorize delay are renoved
when the | eave/ del ay posts, there should be no old | eave papers or
PCS/ TAD orders in the service record. |If there are |eave papers or
PCS/ TAD orders in the service record and the authorized | eave/ del ay
has not posted to the LES, the |eave/delay nust be reported again
Al so verify Conbat Leave bal ance, if applicable.

(2) Verify periods of time |ost that occurred during the
annual LES period. Conpare the tine |ost periods on pages 3, 11,
12, and 13 and VIS MCTFS remark screen J905 with the tine | ost
periods on the annual LES. Any tine |lost that has not been
reported or has been reported incorrectly must be reported or
corrected on the unit diary.

b. Active and Reserve. Total LSL paid - this shows the tota
nunber of days LSL paid on or after 10 February 1976.

c. Active. RRB/VRB/SRBP - this shows the effective date of
the last paynent, multiple, total entitlenent, total paid,
install ment plan, anniversary date, total RRB paid, recouped, and
i f combat zone excl usion applies.

(1) For RRB paid prior to 30 June 1976, information will be
on the reenlistment contract in the formof an endorsenent fromthe
di shursing officer who nade the paynent. After 30 June 1976, the
bonus data is recorded on a copy of the DD Form 114/ NAVMC 11060
that authorized the bonus. The copy of the NAVMC 11060 will be
filed in the SRB (for current enlistment only).

(2) Conpute each bonus paid, total them and conpare that
amount with the amount recorded on the annual LES. They nust
agree. Report any discrepancies to the disbursing officer for
resol ution

d. Active and Reserve. Dependency Certifications - al
Marines who are in receipt of BAQ at the with dependents rate nust
conpl ete the dependency certificate for the periods covered. The
one exception, however, is for those Marines who are assigned
adequat e Government quarters for the entire period. (Ref:
MCTFSPRI M par. 5008 and MCO P7220. 42A, RFPM par. 90407. 2b)

e. Active. VHA Certification. Beginning with the March 1987
LES, Marines receiving VHA nust certify their housing expenses
annual | y.

f. Audit Trail. Establish procedures to ensure entries
reported on the unit diary are correctly recorded in the field
service record. A sinple audit trail could be devel oped which
woul d enabl e supervi sory personnel to identify what transactions
have been acconplished, and who acconplished them A suggested
nethod is as follows:

(1) Unit Diary derks: Prepares unit diary entries from
supporting docurentati on.

(2) Personnel/Administrative Chief: Reviews each entry on
the unit diary and supporting docunentation for accuracy.

(3) Commandi ng/ Admi ni strative/ Personnel Oficer: Reviews
the unit diary and all supporting docunentation for accuracy prior
to certifying the unit diary.

(4) SRB Cerk: Transcribes appropriate entries in the
service records and files the required supporting docunentation

Fi gure 3-5.--LES Audit Procedures--Continued
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(5) Personnel/Administrative Chief: Reviews each entry
made in the service record. Ensures required supporting docunents
are correct and filed in the service records, if applicable.

g. To be certain a clear audit trail exists, establish
procedures which will identify which transactions have been
acconpl i shed and who acconplished them For exanple, when the SRB
clerk transcribes an entry in the service record fromthe unit
diary, the clerk would initial the unit diary certifying that al
appropriate action has been acconplished. After review ng the
entry, the personnel/adm nistrative chief would initial the unit
diary entry attesting to its accuracy to include the required
supporting docunentation. Wen the comandi ng/ adm ni strative/
personnel officer reviews the service records and signs the entry,
the unit diary entry would again be initialed. The final initia
woul d indicate that all required action has been conpleted. It is
further suggested that during the detection of a pay rel ated change
or error and the reporting of it that the unit diary nunber and
entry be annotated on the latest LES. During the audit of the
first subsequent LES, these entries should be brought forward, if

not posted. |If posted, annotate next to the unit diary entry and
the LES, which nonth’s LES it posted to. Upon receipt of the
second LES, if the entry has still not posted, corrective action

must be taken. This would provide a quick way to audit LES s and
serve as a backup for the advisory and error reports.

Figure 3-5.--LES Audit Procedures--Continued.
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APPENDI X A
ADM NI STRATI VE REFERENCES

The purpose of this appendix is to provide a ready |ist of
references frequently used by administrators. This list is not all
inclusive. Refer to only the nost current editions. The listing

i s grouped al phabetically by originator then in SSIC sequence. The
Publ i cation Control Nunbers (PCN's) listed are for the basic
directive/publication only. Consult the current edition of

NAVMC 2761, Catal og of Publications, for the PCN s for published
changes, if applicable. PCN s are provided to assist in

establ i shing the comand’ s PL.

DoD 4525.8-M DOD COFFICI AL MAI L MANUAL PCN: 41100063800

Provides instructions for inplenmenting the nine-digit ZI P Code
System for Marine Corps Units.

DoDPM - DEPARTMENT OF DEFENSE M LI TARY PAY AND ALLOWANCES
ENTI TLEMENT MANUAL PCN: 74000000100

Provides statutory provisions for entitlenents, deductions, and
collections and establishes Departnent of Defense policy on the
pay and al | owances of military personnel.

FMEM 3- 1- - COMWVAND AND STAFF ACTI ONS PCN: 13900014500

Sets forth doctrine, procedures, and techniques for the execution
of command and staff action within the Marine Corps.

JAG NST 5800. 7- - MANUAL OF THE JUDGE ADVOCATE GENERAL (JAGVAN)
PCN: 40900580000

Provi des regul ati ons and gui dance for courts of inquiry,
investigations, claims, etc., to include authority of arned
servi ces personnel to performnotarial acts.

MANUAL FOR COURTS- MARTI AL, UNI TED STATES 1984  PCN:  50100339000;
(Binder: 50100339060)

Contains the rules for courts-martial, the mlitary rules of
evidence, the punitive articles, and nonjudicial punishnment
procedures as they apply to nmenbers of the military services.

MARI NE CORPS MANUAL, 1980 PCN:. 50100342500; (Binder: 50100342600)

The Marine Corps Manual is designed prinarily for use by Mrine
Corps commanders and their staffs. 1t contains such itens as

del egation of authority, inspections, directive requirenents, etc.
and should be used with U S. Navy Regul ations to ascertain
departnmental policy as it relates to the Marine Corps.

MCO P1000. 6- - ASSI GNVENT, CLASSI FI CATI ON AND TRAVEL SYSTEMS MANUAL
ACTS PCN: 10200010000

Contains instructions, procedures, and regul ations for
classification and testing, distribution, assignment, and transfer
of officers and enlisted personnel.

MCO P1001R. 1-- MARI NE CORPS RESERVE ADM NI STRATI VE MANAGEMENT
MANUAL ((MCRAMM) PCN: 10200030000

Contains instructions for Marine Corps Reserve adm nistrative and
managenent policies.

MCO 1001. 39- - COUNSELI NG OF ENLI STED PERSONNEL BEI NG SEPARATED FROM
ACTI VE DUTY I N THE REGULAR MARI NE CORPS CONCERNI NG PARTI CI PATI ON
IN THE MARI NE CORPS RESERVE PCN: 10200090000

Provi des counsel i ng gui dance and admi ni strative instructions
relative to qualified enlisted Mari nes who are being separated
fromactive duty concerning participation in the Mrine Corps
Reserve.

MCO 1001. 52- - ACTI VE RESERVE (AR) SUPPORT TO THE RESERVE COVPONENT
(RO PCN: 10200135902

Prescri bes policies and procedures pertaining to the selection,

assi gnnment, utilization, and adm nistration of Marine Corps Reserve
personnel who provide full-time, active duty support to the Reserve
conponent within the Total Force Marine Corps.
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MCO 1001R. 54- - MARI NE CORPS RESERVE | NCREMENTAL | NI TI AL ACTI VE DUTY
FOR TRAI NI NG (I | ADT) PROGRAM PCN: 10200136100

Contains information and instructions for the admnistration of the
I 1 ADT Programin the Marine Corps Reserve

MCO P1020. 34- - MARI NE CORPS UNI FORM REGULATI ONS ( MCUR)
PCN: 10200150000

Contains current policies regarding the wearing of Mrine Corps
cl ot hi ng.

MCO 1040. 9- - ENLI STED COWM SSI ONI NG PROGRAM (ECP) PCN: 10200200000

Sets forth the requirenents and regul ati ons whereby enli sted

Mari nes may apply for assignnent to Oficer Candi dates School and
subsequent appointnment to unrestricted conmi ssioned of ficer grade
in the U S. Mrine Corps Reserve

MCO 1040. 22- - NAVAL FLI GHT OFFI CER (NFO) PROGRAM  PCN: 10200240000

Sets forth the provisions whereby active duty conmm ssioned officers
may submit applications for assignnent to the NFO Program

MCO P1040. 31- - CAREER PLANNI NG AND DEVELCPNMENT GUI DE
PCN. 10200280200

Cont ai ns policies and procedures to be used in the conduct of the
Mari ne Corps Career Pl anning Program

MCO P1040R. 35- - MARI NE CORPS RESERVE CAREER PLANNI NG GUI DE
PCN: 10200280600

Cont ai ns policies and procedures to be used in the conduct of the
Marine Corps Reserve Career Planning Program

MCO 1040. 41- - MERI TORI QUS COWM SSI ONI NG PROGRAM ( MCP)
PCN: 10200281200

Est abl i shes a program whereby comrandi ng of fi cers nay nom nate
qualified enlisted Marines for assignment to Oficer Candidate
School and subsequent conmissioning in the Marine Corps Reserve.

MCO P1050. 3- - REGULATI ONS FOR LEAVE, LIBERTY, AND ADM NI STRATI VE
ABSENCE PCN: 10200310000

Provi des regul ati ons and policies on |l eave, |iberty, and
adm ni strative absence.

MCO P1070. 12- - MARI NE CORPS | NDI VI DUAL RECORDS ADM NI STRATI ON MANUAL
(1 RAM PCN: 10200430500

Provi des policies, procedures, and technical instructions for the
adm ni stration of personnel records.

MCO 1070. 14- - CONTENTS OF OFFI CI AL M LI TARY PERSONNEL FI LES ( OVPF)
PCN: 10200430700

Provi des information on the contents of the OWF in use at HQWC and
policy and procedures for sending authorized docunents to HQMC for
insertion in the OWPF.

MCO P1080. 20- - MARI NE CORPS TOTAL FORCE SYSTEM CODES MANUAL
( MCTFSCODESMAN) PCN: 10200470000

Contains information used in connection with personnel reporting
matters in MCTFS

MCO P1080. 40- - MARI NE CORPS TOTAL FORCE SYSTEM PERSONNEL REPCORTI NG
| NSTRUCTI ONS MANUAL ( MCTFSPRI M PCN: 10200571000

Provi des policies, procedures, and technical instructions regarding
the reporting of personnel information into the MCTFS
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MCO 1100. 77- - GRADE APPO NTMENTS/ REAPPOI NTMENTS POLI CY FOR BROKEN
CONTI NUOUS REENLI STMENTS PCN. 10200590900
Provi des policies regarding the appoi nt ment/reappoi nt ment of former
Mari nes and nmenbers of the SMCR upon enlistnent/reenlistnent into
the Regul ar Marine Corps.
MCO 1130. 57-- ENLI STMENT BONUS PROGRAM ( EBP) PCN: 10200690800
Provides instructions for the adm nistration of the Enlistnment
Bonus Program
MCO P1200. 7--M LI TARY OCCUPATI ONAL SPECI ALTI ES MANUAL (MOS MANUAL)
PCN. 10200760000
Presents the job structure and career devel opnent structure which
enabl es the Marine Corps to carry out its assigned m ssion
MCO 1210. 8- - LATERAL MOVE AND CAREER BROADEN NG TOUR PROGRAMS FOR
MARI NE OFFI CERS PCN: 10200790200
Est abl i shes | ateral nove and career broadening tour prograns for
Mari ne of ficers.
MCO 1220. 5- - ENLI STED LATERAL MOVEMENT PCN: 10200800000
Est abl i shes procedures for the Marine Corps enlisted latera
novement program
MCO 1300. 8- - MARI NE CORPS PERSONNEL ASSI GNVENT POLI CY
PCN: 10200820000
| mpl ement s Departnent of Defense policy and provides gui dance

relative to the assignment and permanent change of station (PCS)
of Marines.

MCO 1300. 20- - ENLI STED QUALI FI CATI ON CRI TERI A AND ASSI GNVENT
PREREQUI SI TES FOR MARI NE CORPS SECURI TY FORCES ( MCSF)
PCN: 10200860000

Provides criteria and assignnent prerequisites for the sel ection
of personnel for duty with Marine Corps Security Forces.

MCO 1300. 31-- ENLI STED CLASSI FI CATI ON AND ASSI GNVENT DOCUMENTS
PCN. 10200950100

Provides field commands with information concerning enlisted
personnel status as reflected in the MCTFS.

MCO 1306. 2- - ASSI GNMENT TO SECURI TY GUARD DUTY W TH THE DEPARTMENT
OF STATE' S FOREI GN SERVI CE ESTABLI SHVENTS PCN: 10201000000
Provides information, qualifications, and adm nistrative
instructions for assignnent of enlisted Marines to the Depart nment
of State Security Guard Program

MCO 1306. 16- - CONSCI ENTI QUS OBJECTORS PCN: 10201030000

Provi des policy and procedures concerni ng conscientious objection
applicable to all Marines.

MCO 1320. 11- - MARI NE CORPS PERSONNEL SPONSORSHI P PROGRAM

PCN: 10201080000

Provides instructions and specific adninistrative guidance for the
conduct of the Marine Corps Personnel Sponsorship Program

MCO 1326. 5- - AUTOVATED ORDER WRI TI NG PROCESS ( AOWP)

PCN: 10201100300

| ssues instructions regarding pronul gati on of PCS orders through
MCTFS.
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MCO 1326. 6- - SELECTI ON, SCREENI NG, AND PREPARATI ON OF ENLI STED
MARI NES FOR ASSI GNMVENT TO DRI LL | NSTRUCTOR, RECRU TER AND
| NDEPENDENT DUTY PCN: 10201100400

Publ i shes instructions relative to the selection and screening of
enlisted Marines for drill instructor, recruiter, and independent
duty assignnents.

MCO P1400. 31- - MARI NE CORPS PROMOTI ON MANUAL, VOLUME 1, OFFI CER
PROMOTI ONS  ( MARCORPROMMVAN, VOL 1, OFFPROM PCN: 10201150100

uctions relative to the adm nistration of

Contains the basic instr
n the Marine Corps.

of ficer pronotions i

MCO P1400. 32- - MARI NE CORPS PROMOTI ON MANUAL, VCLUME 2, ENLI STED
PROMOTI ONS ( MARCORPROWWAN, VOL 2, ENLPROM PCN: 10201150200

Contains the basic instructions relative to the adm nistration of
enlisted pronotions in the Marine Corps.

MCO 1510. 53- - | NDI VI DUAL TRAI NI NG STANDARDS (I TS) SYSTEM FOR
PERSONNEL AND ADM NI STRATI ON OCCUPATI ON FI ELD ( OCCFLD) 01
PCN: 10201653500

Contains ITS for each of the MOS's in the 01 QccFl d.

MCO 1550. 3-- MARI NE CORPS | NSTI TUTE (MCI) CORRESPONDENCE COURSES
PCN: 10201840000

Sets forth service record entry requirenents upon course
conpletion, failure, disenrollnment, and transfer.

MCO 1560. 15- - MARI NE CORPS ENLI STED COWM SSI ONI NG EDUCATI ON PROGRAM
( MECEP) PCN: 10201950000

Provides instructions pertaining to applications for and

adm ni stration of the MECEP.

MCO 1560. 28- - VETERANS ADM NI STRATI ON EDUCATI ONAL ASSI STANCE
PROGRAM ( VEAP) PCN: 10201991200

Sets forth policies and procedures governing VA education or

assi stance available to eligible Mari ne Corps personnel.

MCO P1610. 7- - PERFORMANCE EVALUATI ON SYSTEM (PES) PCN. 10202100000
Provi des gui dance for the administration and operation of the PES
for Marine Corps officers and nonconm ssioned officers and for
Navy personnel assigned to Marine Corps conmmands.

MCO 1610. 11- - PERFORMANCE EVALUATI ON APPEALS PCN: 10202110200
Provi des procedures whereby of ficers and nonconmi ssi oned officers
(sergeant and above) may submit fitness report appeals to the
Board for Correction of Naval Records (BCNR) via the Perfornmance
Eval uati on Revi ew Board (PERB).

MCO 1610. 13- - FI TNESS REPORT AUDI T PROGRAM (FRAP) PCN: 10202110400
Provi des policy and procedures for the FRAP and admi nistrative

instructions for the audit and correction of individual
per f ormance records.

MCO 1610. 15- - ENLI STED SUBSTANDARD PERFORMANCE NOTI FI CATI ON

PCN. 10202110600

Provides instructions for the conduct of the Enlisted Substandard
Performance Notification program

MCO 1650. 19- - ADM NI STRATI VE AND | SSUE PROCEDURES FOR DECORATI ONS,
MEDALS AND AWARDS PCN: 10202200000

Prescri bes procedures and instructions for issuing decorations,

medal s and awards and sets forth policy guidance for award
reconmendat i ons.
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MCO 1700. 21- - VELFARE PCN:. 10202320000

Provi des informati on regardi ng assi stance available to Marines and
their dependents.

MCO 1700. 22- - ALCOHOLI C BEVERAGE CONTROL I N THE MARI NE CORPS
PCN: 10202320100

Publ i shes Marine Corps policy concerning the possession,
consunption, and sal e of al coholic beverages within the Mrine
Corps. This order requires the commander to publish detail ed
al cohol i ¢ beverage control instructions.

MCO 1700. 23- - REQUEST MAST PCN: 10202320200

Sets forth Marine Corps request nmast policy and procedures.

MCO 1740. 13- - ESTABLI SHVENT OF CHI LD CARE PLANS FOR DUAL- SERVI CE
PARENTS AND SI NGLE PARENTS W TH CUSTODY OF THEI R CHI LDREN
PCN. 10202426000

Publ i shes policy and establishes procedures for child care plans
for dual -service parents and all single parents having custody of
their children.

MCO P1741. 8- - GOVERNMENT LI FE | NSURANCE NMANUAL PCN: 10202440000

Publ i shes informati on and establishes standi ng operating procedures
for the administration of Servicemen's Goup Life Insurance (SG.I),
Veterans Group Life Insurance (VG.lI), National Service Life

I nsurance (NSLI), and the United States Governnment Life |Insurance
(USGLlI) within the Marine Corps.

MCO P1741. 11- - SURVI VOR BENEFI T PLAN ( SBP) PCN: 10202460100
Publ i shes policies and procedures for the inplenentation and

adm ni stration of the Survivor Benefit Plan

MCO P1751. 3-- BASI C ALLOMNCE FOR QUARTERS (BAQ FOR MARI NES W TH
DEPENDENTS PCN: 10202550000

Provides instructions for the adm nistration of applications for
BAQ for Marines (both officers and enlisted) with dependents and
related matters.

MCO P1760. 8- - Cl VI L READJUSTMENT MANUAL PCN: 10202640000
Provi des information, policies, and procedures necessary to carry
out an effective civil readjustnent programw thin the Mrine

Cor ps.

MCO 1760. 11- - PRERETI REMENT COUNSELI NG PCN: 10202640300

Provi des gui dance and establishes responsibility for preretirement
and SBP counseling of Marines.

MCO 1770. 2--NOTI CE OF ELIG BILITY (NOE) BENEFI TS FOR MEMBERS OF
THE MARI NE CORPS RESERVE PCN: 10202657000

Provi des instructions concerning the adm nistration of the NOE

Program to include the processing of NOE packages for reservists
injured on inactive duty or active duty for 30 days or |ess.

MCO P1900. 16- - MARI NE CORPS SEPARATI ON AND RETI REMENT MANUAL
( MARCORSEPMAN) PCN: 10202730000

Est abl i shes instructions, regulations, and policies on separations
and retirenents.
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MCO P3000. 15- - MANPONER UNI T DEPLOYMENT PROGRAM STANDI NG OPERATI NG
PROCEDURES ( MANPOAER UDP SOP) PCN: 10203045500

Est abl i shes policies and procedures for deploynment of units in
connection wth the Unit Depl oynent Program

MCO P3040. 4- - MARI NE CORPS CASUALTY PROCEDURES MANUAL
( MARCORCASPROCVAN) PCN: 10203060000

Provi des gui dance for all personnel responsible for Marine Corps
casualty reporting, notification assistance and casualty foll ow up
matters.

MCO 3574. 2- - MARKSVANSHI P TRAI NI NG W TH | NDI VI DUAL SMVALL ARVB
PCN: 10203380000

Est abl i shes Marine Corps policy and prescribes requirenents
concerni ng mar ksmanship training with individual snmall arns.

MCO P4050. 38- - PERSONAL EFFECTS AND BAGGAGE MANUAL PCN:. 10204190000

Publ i shes policies and procedures for the adm nistration and
di sposition of personal effects and baggage.

MCO 4420. 4- - DEPARTVMENT OF DEFENSE ACTI VI TY ADDRESS DI RECTORY
( DODAAD) PCN: 10205410000

Provides anplifying instructions regardi ng assi gnment and use of
DoD activity address codes (AC s).

MCO 4650. 30- - PORT CALL PROCEDURES APPLI CABLE TO THE MOVEMENT OF

MARI NE CORPS- SPONSORED PASSENGER TRAFFI C BETWEEN CONUS AND OVERSEAS
AREAS (| NCLUDI NG ALASKA AND HAWAI 1) AND W THI N AND BETWEEN OVERSEAS
AREAS PCN: 10206400000

Est abl i shes procedures for obtaining transportation arrangenents
or authority to procure comercial transportation through | ocal
carrier agents for Marine Corps-sponsored passenger traffic
proceedi ng between CONUS and overseas areas (including Al aska and
Hawai i) and within and between overseas areas.

MCO P4650. 37- - MARI NE CORPS TRAVEL | NSTRUCTI ONS MANUAL ( MCTI M
PCN: 10206420400

Provi des gui dance to Marine Corps commanding officers and
di sbursing officers in matters pertaining to travel of personnel.

MCO 5000. 12- - MARI NE CORPS POLI CY AND PROCEDURES FOR PREGNANT
MARI NES PCN: 10207020800

Est abl i shes Marine Corps policy and procedures concerning
retention, assignnent, and separati on of pregnant Marines.

MCO P5000. 14- - MARI NE CORPS ADM NI STRATI VE PROCEDURES ( MCAP)
PCN: 10207021000

Provi des guidance to all commranders and personnel concerned with
the operation of staff |evel, consolidated and individual reporting
unit |evels administration.

MCO 5040. 6- - MARI NE CORPS | NSPECTI ONS PCN: 10207050300
Sets forth the phil osophy and responsibilities for the conduct of
i nspections, investigations, request mast and oversi ght of selected

prograns by the Inspector General of the Marine Corps (I GW) and
desi gnated Marine Corps activities.

MCO P5110. 4- - THE MARI NE CORPS OFFI CI AL MAI L PROGRAM

PCN. 10207290300

Provides information and direction concerning the requirenents for
using U S. Marine Corps official mail.

MCO P5110. 6- - STANDI NG OPERATI NG PROCEDURES FOR MARI NE CORPS UNI'T
MAI LROOVS PCN: 10207290500

Provi des instructions concerning the operation of Marine Corps
unit mailroons.
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MCO P5200. 22- - MARI NE CORPS VI DEO | NQUI RY SYSTEM USERS MANUAL
( MCVI SUM PCN. 10207460400
Provi des the user with the operational procedures and concise
information in order to use the VIS effectively.
MCO 5210. 11- - RECORDS MANAGEMENT PROGRAM FOR THE MARI NE CORPS
PCN. 10207480000
States the objectives of the records nmanagenment programfor the
Mari ne Corps and responsibilities for adm nistration.
MCO P5211. 2--THE PRI VACY ACT OF 1974 PCN: 10207495000
Qutlines the policies and procedures governing the collection,
saf eguar di ng, mai ntenance, public notice, use, access, anendnment,
and di ssemination of personal information in systens of records
mai nt ai ned by the Marine Corps.
MCO 5213. 7- - MARI NE CORPS FORMS MANAGEMENT PROGRAM PCN: 10207530000
Prescri bes policy, procedures, and guidance for the nmanagenent and
control of forns.
MCO 5214. 2- - MARI NE CORPS | NFORVATI ON REQUI REMENTS ( REPORTS)
MANAGEMENT PROGRAM PCN: 10207550500
Prescribes policy, assigns responsibilities, and sets forth
gui dance for the nmanagenment and control of information requirenents
(reports).
MCO P5215. 1- - MARI NE CORPS DI RECTI VE SYSTEM PCN. 10207570000
Publ i shes the policies and standards for the operation and
mai nt enance of the Marine Corps Directives System
MCO 5215. 12- - MAI NTENANCE OF NAVY DEPARTMENT LETTER- TYPE DI RECTI VES
PCN. 10207580000
Publ i shes regul ati ons concerni ng nmai ntenance and filing of Navy
Department directives.
MCO P5215. 17-- THE MARI NE CORPS TECHNI CAL PUBLI CATI ONS SYSTEM
PCN. 10207590200
Publ i shes the policies and standards for the operation and
mai nt enance of the Marine Corps Technical Publications System
MCO 5216. 9- - HQMC ORGANI ZATI ON AND ORGANI ZATI ON CODES
PCN. 10207610000
Provides current infornmation on the HQVC organi zation and directs
the use of HQMC organi zation codes on communi cations fromand to
the Marine Corps.
MCO 5216. 11- - CONGRESSI ONAL CORRESPONDENCE PCN: 10207630000
Provi des gui dance in preparing responses to inquiries from Menbers
of Congress.
MCO 5216. 16- - USE OF THE TERMS REFERENCE AND ENCLOSURE
PCN: 10207630800
Sets forth gui dance for the proper use of the terns reference and
encl osure when preparing correspondence or Directives.
MCO 5216. 19- - ADM NI STRATI VE ACTI ON (AA) FORM NAVMC 10274
(REV. 3-86) PCN: 10207650100

Provides information and instructions for preparation and use of
the AA Form
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MCO P5230. 11- - AUTOVATED DATA PROCESSI NG EQUI PMENT FOR FLEET
MARI NE FORCE ( ADPE- FIVF) PCN: 10207710500

Publ i shes information to conmanders rel ative to the ADPE-FM- and
to provide instructions for placing this itemin service.

MCO 5300. 3-- FLEET MARI NE FORCE PERSONNEL ASSI STANCE PROGRAM
PCN: 10207730000

Publ i shes policy and gui dance regarding the Fleet Marine Force
Per sonnel Assi stance Program (FAP).

MCO 5311. 1-- TABLE OF ORGANI ZATI ON MANAGEMENT PROCEDURES
PCN: 10207823500

Publ i shes policy and guidance for use in establishing manpower
requi rements and constructing and subnitting changes to the Tables
of Organization (T/0).

MCO P5320. 5- - PERSONNEL REQUI REMENTS CRI TERI A MANUAL ( PRCM
PCN. 10207880000

The PRCM i s published to:

a. Provide information and gui dance to all personnel concerned
wi th personnel requirenents

b. Assist personnel planners in determining personnel
requi rements for various organizational functions with respect to
wor kIl oad

c. Assist personnel planners in determ ning overall personnel
requirenents by nmilitary occupational specialty and occupati onal
field with respect to workl oad

d. Provide uniformstaffing tables which can be used as guides
for organi zational adjustnents.

MCO 5512. 4- - NO- FEE PASSPORTS PCN: 10208550000

Provi des Marine Corps policy and instructions concerning no-fee
passports for Marine Corps-sponsored personnel perform ng pernanent
change of station or tenporary additional duty (PCS or TAD) travel
and the administration of the Marine Corps Passport and Visa
Program

MCO P5512. 11--1 DENTI FI CATI ON CARDS FOR MEMBERS OF THE UNI FORM
SERVI CES, THEI R DEPENDENTS, AND OTHER | NDI VI DUALS
PCN: 10208570300

Qutlines the regulations and policies for the application,
verification, and issuance of identification cards and procedures
for Defense Enrollnment Eligibility Reporting System ( DEERS).

MCO 5600. 20- - MARI NE CORPS WARFI GHTI NG PUBLI CATI ONS SYSTEM

PCN: 10208640000

| mpl emrent s processes for the devel opnent, review, and nai ntenance
processes for warfighting publications.

MCO P5600. 31- - MARI NE CORPS PUBLI CATI ONS AND PRI NTI NG REGULATI ONS
PCN. 10208650000

Provi des policy, regulations, responsibilities, and gui dance
governing printing and publications.

MCO P5720. 56- - AVAI LABI LI TY TO THE PUBLI C OF MARI NE CORPS RECORDS
PCN:. 10208951200

Qutlines policies and procedures for disclosure of records to the

general public when processing requests made under the Freedom
of Information Act (FO A).
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MCO P5750. 1- - MANUAL FOR THE MARI NE CORPS HI STORI CAL PROGRAM
PCN: 10209090000

Sets forth policies and procedures governing the adm nistration of
the Marine Corps Historical Program and delineates the respective
responsibilities of Headquarters Marine Corps and field conmands
in the execution of this program

MCO P5800. 8- - MARI NE CORPS MANUAL FOR LEGAL ADM NI STRATI ON
( LEGADM NMVAN) PCN: 10209190000

Publ i shes policies, procedures, guidance, and instructions for
admini stration actions in inplenenting the Uniform Code of Mlitary
Justice (UCMI); the Manual for Courts-Martial, 1984 (MCM 1984);
and, the Manual of the Judge Advocate General (JAGVAN)

MCO 6000. 1-- ACTI VE DUTY DEPENDENTS DENTAL PLAN PCN: 10209300000

Publ i shes policy, procedures, and standards for the use of the
Active Duty Dependents Dental Plan (DDP). Provides detail ed
instructions on enrollnment, ternination of the plan, and forns
conpl eti on.

MCO 6100. 3- - PHYSI CAL FI TNESS PCN. 10209310000

Publ i shes policy and inplenenting instructions concerning physical
fitness in the Marine Corps.

MCO 6100. 10- - VEI GHT CONTROL AND M LI TARY APPEARANCE

PCN. 10209350200

Publ i shes policy and inplenenting instructions concerning wei ght
control and nilitary appearance in the Marine Corps.

MCO 6320. 2- - ADM NI STRATI ON AND PROCESSI NG OF HOSPI TALI ZED MARI NES
PCN: 10209510000

Publ i shes instructions for providing pronpt and conpl ete

admi ni strative assistance to Marines who are hospitalized.

MCO 7130. 1- -1 SSUANCE/ MODI FI CATI ON OF PERMANENT CHANGE OF STATI ON
(PCS) TRAVEL ORDERS BY FI ELD COVVANDS PCN: 10209770000

Del egates authority to certain field conmands for issuance and/ or

nodi fication of PCS orders and prescribes instructions which wll
enabl e HQMC to properly adm ni ster the PCS budget.

MCO 7220. 12- - SPECI AL DUTY ASSI GNMVENT (SDA) PAY PROGRAM

PCN: 10209800000

Provi des instructions for the Special Duty Assignnment Pay Program
established by section 307 of Title 37 United States Code.

MCO 7220. 21- - ADVANCE PAY ON PERMANENT CHANGE OF STATION (PCS);
POLI CY FOR PCN. 10209830000

Est abl i shes policy with regard to authorizing advance pay for
enlisted nenbers on PCS orders in all pay grades.

MCO 7220. 24- - SELECTI VE REENLI STMENT BONUS ( SRB) PROGRAM

PCN:. 10209860200

Provides instructions for the adm nistration of the SRB Program
aut hori zed by section 308 of Title 37, United States Code.

MCO P7220. 31- - AUTOVATED PAY SYSTEMS MANUAL ( APSM

PCN:. 10209910000

Sets forth field procedures and regul ati ons for the maintenance of
pay entitlenments within the MCTFS
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MCO P7220. 42- - RESERVE MANPOWNER MANAGEMENT PAY SYSTEM FI ELD
PROCEDURES MANUAL ( RFPM PCN: 10209912700

Sets forth field procedures and regul ations for the nmintenance of
pay entitlements within the REMWS.

MCO P7220. 45- - BOND AND ALLOTMENT MANUAL PCN: 10209913000

Sets forth field procedures and regul ations for the maintenance of
bonds and allotnments in the MCTFS and on End User Conputer

Equi prrent ( EUCE) .

MCO 7220. 52- - FORElI GN LANGUAGE PROFI Cl ENCY PAY ( FLPP) PROGRAM
PCN: 10209913700

Establ i shes criteria for designating personnel eligible for and
provi des instructions for the adm nistration of the FLPP.

MCO P7301. 104- - ACCOUNTI NG UNDER THE APPROPRI ATI ONS "M LI TARY
PERSONNEL, MARI NE CORPS' AND "RESERVE PERSONNEL, MARI NE CORPS'
PCN: 10210256500

Publ i shes detail ed accounting data for utilization in accounting
for obligations and expenditures. Use this Manual when formul ating
travel appropriation for inclusion in funded travel orders.

MCO 10110. 47- - BASI C ALLOMNCE FOR SUBSI STENCE ( BAS)
PCN: 10210861700

Qutlines the regulations for adm nistrati on of Basic Al owance for
Subsi stence (BAS) and procedures for the issue and control of the
Meal Card (DD Form 714).

MCO P10120. 28- - | NDI VI DUAL CLOTHI NG REGULATI ONS (| CR)
PCN: 10210880000

Provides current instructions and gui dance concerning the
adm ni stration of individual uniform clothing.

MCO 10460. 11- - M CROFORM PERSONNEL RESEARCH LOCATOR
PCN: 10211130100

Publ i shes information on microformactive duty personnel research
|l ocators generated by MCTFS and provides for their distribution.

NAVMC 2761- - CATALOG OF PUBLI CATI ONS PCN: 10001345000

Identifies publications authorized for Marine Corps use. Aids
conmanders i n ensuring that actual inventories of publications
match the command’s PL and in determining if PL changes are
required.

NAVMC 2771-- MARI NE CORPS FORMAL SCHOCOLS CATALOG PCN: 10001346000

Provides instructions and information pertaining to the fornal
school s program

NAVMC 2922- - UNI TED STATES MARI NE CORPS UNI T AWARDS MANUAL
PCN: 10001361200

List of all unit awards that have been presented to Marine Corps
units since the beginning of World War I1.

NAVM LPERSCOM NST 4650. 2--1 SSUANCE OF THE NAVY PASSENGER
TRANSPORTATI ON MANUAL (PTM

| ssues standardi zed policies and procedures for official
transportati on of Navy-sponsored passengers. Contains the current
listing of overseas areas requiring dependent entry approval.

DPSI NST 5215. 1-- DEPT OF THE NAVY CONSOL| DATED SUBJECT | NDEX
PCN. 71000000000 and 71000000100

Transmits a Departnent of the Navy Directives |ssuance System
Consol i dated Subj ect Index and serves as a checklist of Navy
letter-type directives.

DPSI NST 5215. 2- - DEPARTMENT OF NAVY DI RECTI VES | SSUANCE SYSTEM
CONSQOLI DATED CHECKLI ST

Provi des a Consolidated Checklist of instructions originated by
Washi ngt on headquarters organi zations. Each instruction
distributed to an activity listed in the Standard Navy Distribution
List (SNDL) is listed in one of 23 volunes of the Consolidated
Checklist. Activities may identify directives for which they are
on the SNDL distribution by using the appropriate volune of the
checkl i st.

A-10



MCAP

NAVSO P-6034--J0O NT FEDERAL TRAVEL REGULATIONS (JFTR), VOLUME 1
PCN: 20360340000

Cont ai ns basic statutory regul ati ons concerning travel and
transportation allowance of nenbers of the uniformed services,
including all Regular and Reserve conponents thereof.

NTP- 3- - TELECOVMUNI CATI ONS USERS MANUAL PCN: 50100378000

Est abl i shes the current nessage preparation procedures for both
mlitary and commercial addressees.

NTP 3 SUPP 1--U.S. NAVY ADDRESS | NDI CATI NG GROUP (Al G AND
COLLECTI VE ADDRESS DESI GNATCR ( CAD) HANDBOCOK PCN: 50100379000

Contains instructions for the use of AIGs; a nunerical |ist of
AlG s, cognizant authority and purpose; a nunerical listing and
conposition of unique AIGs; instructions for the use of CAD s;
and, an al phabetical list of authorized CAD s with cogni zant
aut hority and purpose.

OPNAV P09B2- 107- - STANDARD NAVY DI STRI BUTI ON LI ST (SNDL), PART 1
" OPERATI NG FORCES OF THE NAVY, UN FI ED AND SPECI FI ED COMVANDS,
U. S. ELEMENTS OF | NTERNATI ONAL COVMANDS' AND CPNAV P09B2- 105- -
STANDARD NAVY DI STRI BUTI ON LI ST (SNDL), PART 2 AND CATALOG CF
NAVAL SHORE ACTI VI TI ES

SNDL, Part 1 contains distribution lists which include Marine Corps
Fl eet Marine Force (FMF) (ground/air) organizations. SNDL, Part 2
contains distribution lists which include Mrine Corps non-Fl eet
Mari ne Force (non-FMF) (ground/air) organizations.

OPNAVI NST 5510. 1- - DEPARTMENT OF THE NAVY | NFORMATI ON AND PERSONNEL
SECURI TY PROGRAM REGULATI ONS PCN: 21800150000

Provi des regul ati ons and gui dance for classifying and saf eguardi ng
classified informati on and for personnel security.

SECNAVI NST 1650. 1-- NAVY MARI NE CORPS AVWARDS MANUAL
PCN: 21600050000

Cont ai ns administrative procedures, information and regul ations
concerning current awards available to individuals and units in
the naval service.

SECNAVI NST 5210. 11- - STANDARD SUBJECT | DENTI FI CATI ON CODES ( SSI C)
PCN: 21600280000

Qutlines the process for segregating and filing Navy and Marine
Corps records and acts as the single standard system of nunbers
and/or letter synbols used throughout the Departnent of the Navy
for: categorizing and subject classifying Navy and Marine Corps
information; identifying directives, blank forms, and reports; and
establishing filing and retrieval systens.

SECNAVI NST 5212. 5- - DI SPOSAL OF NAVY AND MARI NE CORPS RECORDS/
SECNAVI NST 5212. 5C (DCES NOT | NCLUDE CHAPTERS 3 AND 5 OF PREVI QUS
EDI TI ON) - - NAVY AND MARI NE CORPS RECORDS DI SPCsS| TI ON MANUAL

PCN: 21600355500 and 21600355600

The conbi nation of these two directives prescribes policy and
procedures for the Departnent of the Navy's Records Di sposal
Program and establishes authorized retention standards for naval
records.

SECNAVI NST 5215. 1- - DEPARTMENT OF THE NAVY DI RECTI VES | SSUANCE
SYSTEM
Contains policies, responsibilities, and standards for the

adm nistration of the Departnent of the Navy Directives |ssuance
System

SECNAVI NST 5216. 5- - DEPARTMENT OF THE NAVY CORRESPONDENCE MANUAL
PCN: 21600400000

Prescri bes policies, procedures, and guidance for the preparation
of correspondence.
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SL-1-2--MARI NE CORPS STOCK LI ST - | NDEX OF AUTHORI ZED PUBLI CATI ONS
FOR EQUI PMENT SUPPORT PCN: 12100000300

Contains a listing of publications authorized for Marine Corps use
for supply and mai nt enance support of equipnent. Included are
publ i cations prepared by other services and commercial contractors
that have been adopted for use by the Marine Corps. The SL-1-2 is
used by all echelons of command to deternine the authorized
publications required to acconplish the assigned m ssion of the

or gani zati on concer ned.

SL-1-3--MARI NE CORPS STOCK LI ST - | NDEX COF PUBLI CATI ONS AUTHORI ZED
AND STOCKED BY THE MARI NE CORPS ( PASMC) PCN: 12100000300

Contains a listing of all types of publications authorized for use
by the Marine Corps which are stocked at the Marine Corps Logistics
Base, Al bany, CGeorgia. Included are publications prepared by other
Department of Defense activities that have been adopted or

aut hori zed for use by the Marine Corps.

SL- 8- 09993A- - MARI NE CORPS STOCK LI ST OF BLANK FORMS5
PCN: 12809993000

Contains a listing of all NAVMC blank forms required for Marine
Cor ps-wi de use and avail able for issue by requisition fromthe
Marine Corps Supply System Provides gui dance for requisitioning
of all other Governnment agency forns required for Marine Corps use.

UM UDS- 1080-02--UNI' T DI ARY SYSTEM (UDS) USER S MANUAL
PCN: 18710800200

Provi des a source docunent for training and operation for all UDS
users.

UM COLDS- - USER' S MANUAL (UM FOR THE ON-LI NE DI ARY SYSTEM ( OLDS)
PCN: 10000001500

Provi des detailed instructions and procedures for using the OLDS

USN PLAD 1-- MESSAGE ADDRESS DI RECTORY PCN: 50100379100

This joint services publication contains a standard |isting of al
Arny, Air Force, Navy, Mrine Corps, and Coast Guard pl ain | anguage
address designators, plus joint service/DoD pl ain | anguage
addresses used in the preparation of nmessages.

U S. NAVY REGULATI ONS, 1990 PCN:. 50100370000; (Binder:
50100370060)

Cont ai ns chapters setting forth authority and responsibilities of
the Conmandant of the Marine Corps, comandi ng officers, and other
comranders; precedence, authority and command; honors and
cerenoni es, etc.

WORLDW DE GEOGRAPHI C LOCATI ON CODES PCN: 50100900000
This publication lists the standard nuneric and al pha codes to use

i n designating geographic locations in the MCTFS, and ot her
aut omat ed data processi ng prograns.
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APPENDI X B
ADM NI STRATI VE NOTES CONCERNI NG GENERAL ADM NI STRATI ON MATTERS

The purpose of this appendix is to provide guidance on common probl em areas
experienced by field commands in the area of general adm nistration. This appendix is
not all inclusive and should not to be construed as directive in nature. Use this
appendi x to suppl ement procedures set forth in Marine Corps and hi gher headquarters
directives and those unwitten procedures devel oped in-house.

1. ALMAR/ ALNAV FI LES. ALMAR s and ALNAV's nay require filing by four separate

nmet hods. Because these nessages may be referenced in correspondence by serial nunber,
date-time-group (DTG, standard subject identification code (SSIC), or date (when
publ i shed as an order, instruction, bulletin, or notice), filing my be acconplished
in each of the follow ng categories:

a. Correspondence file (dispose of as authorized by respective SSI Q)
b. ALMAR/ ALNAV file (in serial nunber sequence)

c. Message Folder (in DTG sequence - retain for a nmninmumof 3 nonths and a
maxi mum of 6 nont hs)

d. Master Directives File (retain until cancel ed or superseded)

2. NAINTENANCE OF NAVY DI RECTI VES

a. Change Notations. Regulations concerning nmaintenance and filing of Navy
Department directives are contained in MCO 5215.12. This directive does not, however,
address the placenent of the change notation for Navy directives. The placenent of
t he change notation differs fromthat of Marine Corps directives. SECNAVINST 5215. 1,
Department of the Navy Directives |ssuance System outlines change notation
requirements and states in part, that proper notations, such as "CH1," etc., are
entered in the upper right margin of the first page of each directive changed (or on
the record of changes sheet for a publication-type instruction) to indicate changes
recei ved and i ncor por at ed.

b. Change Transmittals. Change transmttals are the nediumused to transmt
changes to an instruction or, under extenuating circunstances, a notice. Each
transm ttal describes the nature of the changes it transmts, and gives directions for
maki ng them Sone change transmittals may contain filing instructions, as is the case
when repetitive changes are nade; i.e., changing an office code throughout the
instruction. Normally, however, change transmittals do not becone an integral part of
the instruction they nodify. Once you acconplish the change action and nake the
change notation, the transmttal is destroyed.

3.  NAVY DI RECTI VES CHECKLI STS. MCO 5215.12J published regul ati ons concerning

managi ng, maintaining, filing, and establishing "Mist Hold" lists of Navy directives.
Encl osure (1) established regul ations for Managi ng Navy Directives and establishes a
"Must Hold" list. Enclosure (2) sets forth instructions pertaining to the Checkli st

for Internal Managenent Control for Managi ng and Establishing "Must Hold" list. The
following is a listing of Electronic Resources and Publications required for auditing
Navy directives.

a. Marine Corps Publications Distribution System (MCPDS), Publications Data
Base (resident on the nmainfrane at Quantico, VA).

b. MCO 5215.12, Managi ng and Maintaining Navy Directives Files and
Est abl i shing "Mist Hol d" Lists.

c. MCO P5600.31, Marine Corps Publications and Printing Regul ations.
d. NAVMC 2761, Catal og of Publications.

e. SL-1-3, Marine Corps Stock List - Index of Publications Authorized and
St ocked by the Marine Corps (PASM).

f. DPSINST 5215.1, Departnent of the Navy Directives |ssuance System
Consol i dat ed Subj ect | ndex.

g. DPSINST 5215.3, Departnment of the Navy Directives |Issuance System
Consol i dat ed Checkli st.

h. NAVSUP PUB 2002D, Unabridged Navy | ndex of Publications and Forns.

i. OPNAV P09B2-107, Standard Navy Distribution List (SNDL), Part 1,
"Qperating Forces of the Navy, Unified and Specified Commands, U.S. Elenents of
I nternational Comrands" (for FMF organi zations).

. OPNAV 09B2-105, Standard Navy Distribution List (SNDL), Part 2, and
Catal og of Naval Shore Activities (for non-FM- organi zations).
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4. REQUI SI TI ONI NG NAVY DI RECTI VES. Uncl assified Navy directives,
like classified, are assigned stock nunbers and incorporated into
the Mlitary Standard Requi sitioning and |Issue Procedures
(MLSTRIP). The Naval Publications and Forms Center (NPFC)
publ i cation NPFC PUB 2002D, Unabri dged Navy | ndex of Publications
and Forms, contains a separate directives section listing
directives and their stock nunbers. Commands will submt requests
for copies of directives stocked at NPFC in MLSTRIP format using
a DD Form 1348 foll owi ng NAVSUP P437 and NAVSUP P483 (these NAVSUP
publications are avail able through nornmal supply channels). |If a
directive stock nunmber is not listed in NFPC PUB 2002D, contact
the NFPC, Custoner Research Desk (Code 1053), DSN 442-2626/ 2997 or
comrerci al (215) 697-2626/2997. Commands not receiving a copy of
NFPC PUB 2002D or those who need to change their present copy
requi renents, should submt a witten request via their supply
officer to the Cormanding O ficer, Naval Aviation Supply Ofice,
Cog | Support Branch (Code 1013), 5801 Tabor Avenue, Phil adel phi a,
PA 19120-5099. |If a requisitioned directive is unavailable, the
NPFC does not fill backorders. Upon notification of unavail -
ability, you nmust resubmit your request(s) after 30 days.

5. CHANGES TO H GHER HEADQUARTERS DI RECTI VES WHI CH | MPACT ON
COVVAND- | SSUED DI RECTI VES

a. MCO P5215.1, The Marine Corps Directives System tasks
field commanders with ensuring that a thorough periodic review of
command-i ssued directives is conducted and they are updated in a
tinmely manner to conformw th existing higher authority directives.
Par agraph 1110, MCO P5215.1H provides a listing of directives that
commanders are required to publish at the battalion/squadron and
hi gher level. Wen a revision or change to a referenced higher
authority directive is received, the command nust inmediately
review their inplenmenting directive for conpliance. You nust
docunent this review to indicate whether the revision or change
(does or does not) affect the conmand s directive and the action
taken. Use the NAVMC 10974 (Rev. 2-80), Directive Review (5215)
(NSN: 0000- 00-006-6021) to record the results of the review.

b. The follow ng exanpl es show proper entries for docunenting
the review of revised or changed higher authority directives
referenced in the command’ s inplenenting directive:

{l'i P5014C04. gi f : SAMPLE DI RECTI VE REVI EW CARD}

* When all DCP Directive Review cards are signed by the
adjutant or DCP, retain certification of the review by the
cogni zant staff officer on file with the card or with the officia
file copy of the directive.
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6. DI RECTI VE REVIEW NAVMC 10974 (Rev. 2-80). The follow ng
instructions are provided for the preparati on and mai nt enance of
the Directive Review Card(s). Either type or hand-wite entries
on the card using black ink. Either natural capitalization or all
capital letters are acceptable for conpletion of the card. A
sanpl e conpleted Directive Review Card is contained in paragraph
5b, above, and figure 1-2 to MCO P5215. 1H.

a. Upon pronul gati on of a new command-i ssued directive,
conplete the Directive Review Card as foll ows:

(1) Directive No. Block. Enter the subject (directive)
nunber assigned to the directive. (The DCP should verify that the
SSIC is proper and the consecutive point nunber was not previously
used. The DCP is responsible for control and assi gnnent of
consecutive point nunbers.) Enter the revision letter using
penci | .

(2) Directive Title (or Short Title) Block. Enter the
subject of the directive. Use the short title, if one is assigned.
For exanple: |IRAM MCTFSPRIM etc.

(3) Anniversary Blocks. The first letter of each nonth is
printed on the card to identify the anniversary nonth the directive
is due for annual review. |If a5 X 8 card file is used, place a
metal tab in the appropriate nonth space. |If an alternate nethod
of filing is used, place an "X' through the letter indicating the
month.  Wen the "X" nethod is used, nmake the entry using a pencil
as the anniversary date is subject to change.

(4) Date Pronul gated Block. Enter the pronul gation date of
the directive. Use pencil as the pronulgation date is subject to
change.

(5) Pronulgated By Block. Enter the section that i
responsi ble for the contents of the directive and which wl
conduct the required annual review.

S
I

(6) Distribution Block. Enter the unit’s internal
di stribution code and any "copy to" addressee indicated on the
pronul gation page. |If distribution is "SPECIAL," indicate all
recipients of the directive.

(7) Cassification Block. Enter "UNCLAS' for unclassified
directives and the appropriate classification for classified
directives, e.g., CONFIDENTIAL, SECRET, etc.

(8) Directive Nunmber Columm. Enter the directive nunber,
to include the consecutive point nunber. For exanple: 1070. 14,
1050. 3, etc.

(9) Date Reviewed Columm. Enter the pronul gation date of
the directive.

(10) Remarks Columm. Enter the word "NEW"

(11) Signature of Reviewing Oficer Colum. The individual
responsi bl e for revi ew promul gation of the directive will sign this
bl ock. This can be the CO XO adjutant, the individual assigned
the responsibilities for adnministration of the DCP, or the
cogni zant staff officer responsible for publication of the
directive, as listed in the "Pronul gated By" bl ock. When all
Directive Review cards are signed by the adjutant or the individual
responsi ble for the administration of the DCP, retain the
certification of the review by the cognizant staff officer/section
on file, either with the card or with the official file copy of
the directive.

b. Wen a change is published to an existing directive, nake
entries on the card as foll ows:

(1) Directive Number Columm. Enter the directive nunber,
to include consecutive point nunber and, if assigned, revision
suffix letter. For exanple: 1070.14, P1070.12G 1050.3G etc.

(2) Date Reviewed Columm. Enter the date of the published
change.

(3) Remarks Columm. Enter the abbreviation for the word
"change" followed by a dash and the change number, followed by the
abbreviation for the word "issued" or the word published. For

example: "CH1 ISS" or "CH 2 PUBLISHED." |If the change was the
result of a change to a higher authority directive, indicate this
information in the remarks colum. For exanple: "CH 1 ISS TO

COVPLY WCH-1 TO MO P5000. 14A. "

(4) Signature of Reviewing Oficer Colum. See paragraph
6a(11) above.

c. Wien a revision is published to an existing directive,
nmake entries on the card as foll ows:

(1) Directive Nunmber Block. |If no previous revisions have
been published, enter in pencil the revision suffix letter after
the directive nunber. |If a previous revision suffix letter

appears, erase it and enter the appropriate revision suffix in
penci | .

(2) Directive Title Block. Mdify only if the revision
changed the subject of the directive; otherw se, no changes are
required.



(3) Anniversary Blocks. Myve the netal tab to the
appropriate block to indicate the new anniversary nonth of the
revision or erase the penciled "X" and place an "X" in the new
anni versary nonth of the revision. |If the anniversary nonth of
the directive did not change, no action is required.

(4) Date Promul gated Bl ock. FErase the previous
pronul gation date and enter the promul gati on date of the revision
in pencil.

(5) Pronulgated By Block. Mdify only if the revision
changed the responsi bl e section; otherw se, no changes are required.

(6) Distribution Block. Change only if the revision
nmodi fied the original distribution.

(7) Cassification Block. Change only if the revision
nmodi fied the original classification.

(8) Directive Nunber Columm. Enter the directive nunber,
consecutive point nunber, and assigned suffix letter. For exanple:
P5000. 14B, 1070. 14A, etc.

(9) Date Reviewed Columm. Enter the pronul gation date of
the revision.

(10) Cancel ed Columm. Enter the directive nunber (and
suffix letter, if applicable) of the directive being revised
(cancel ed by the revision).

(11) Remarks Colum. Enter the word "REVI SION' (you may
substitute the abbreviation for the word "revised", i.e., Rev.).
If the revision was required by a change or revision to a higher
authority directive, indicate this fact in the remarks col um.
For exanple: "REV. TO COMPLY WCH 3 TO MCO P1050. 3F" or "REW.
TO COWPLY W PROV OF MCO P1050. 3G "

(12) Signature of Reviewing Oficer Columm. See paragraph
6a(11) above.

d. Wen an annual reviewis conducted or a review is required
by the issuance of a change or revision to a referenced higher
authority directive, make entries on the card as follows:

(1) Directive Number Columm. Enter the directive nunber
and suffix letter, if applicable.

(2) Date Reviewed Columm. Enter the date the revi ew of
the directive is conpleted.

(3) Remarks Colum. Dependi ng upon the reason for the
review, enter the abbreviation for the word "annual " foll owed by
the word "review " For exanple: "ANN REVIEW" After the "ANN
REVI EW entry, indicate action taken, e.g., "ANN REVI EW NO CH
REQD, " "ANN REVIEWCH 2 1SS TO CORR FORMAT ERRCR, " etc. \Wen the
review is the result of the issuance of a change/revision to a
ref erenced higher authority directive, indicate that review was
conducted and action taken. For exanple: "REVIEWED PER CH2 TO
MCO P1050. 3F/ NO CH ACT. REQD." (If upon review of the higher
authority directive you are required to change or revi se your
directive, there is no need to nake a separate entry to indicate
that the review was conducted. This fact is included as part of
the revision or change entry.)

(4) Signature of Reviewing Oficer. See paragraph 6a(11)
above.

e. Wien a directive is canceled, close-out the card by making
the following entries:

(1) Directive Number Columm. Enter the directive nunber,
consecutive point nunber, and letter suffix, if applicable.

(2) Canceled Colum. Enter the promul gation date of the
directive effecting the cancellation.

NOTE: There are three ways to cancel a directive:

1. Omt the directive fromthe checklist of effective
directives;

2. Cancel the directive when revising or conbining orders with
simlar subjects (using a "cancellation paragraph” in the newly
i ssued directive); and,

3. Publish a separate bulletin in the 5215 seri es.

These procedures apply equally to directives with a designated
sel f-cancel l ati on/cancel | ati on contingency date when cancel i ng
the directive prior to the self-cancellation/cancellation
contingency date.
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(3) Canceled By Colum. Indicate the directive which inposed the
cancel l ation, e.g., 1070.14A, BnBul 5215, etc.

(4) Remarks Colum. Enter the words "RETI RE CARD. "
(5) Signature of Reviewing Oficer. See paragraph 6a(11l) above.

f. Disposition. Once the Directive Review Card is closed-out, file it
in a separate section of the directive review card file box. Review closed-out cards
prior to assigning consecutive point nunbers to preclude reissue. (See MCO P5215. 1H,
par agraph 1207.6.)

7. UNIT I DENTIFI CATION CODES (U C). A nunmber of Marine Corps directives
and some DD and NAVMC forns refer to the use of the UC vice the reporting unit code
(RUC). These two codes are not conpatible, and in many cases, the termU C is used
when the RUC is actually the intended code. To avoid confusion, the Navy Conptroller
Manual , vol une 2, chapter 5, paragraphs 025000 through 025005 explain the use of the
Navy U C. Parts B, C, and D of the aforenentioned manual provide the nunerical
al phabetical, and class listings of the UC  Chapters 5 and 6 of MCO P1080. 20L contain
the RUC s assigned to Marine Corps commands.

8. MARINE CORPS AND COWMIVAND- | SSUED BULLETINS. Paragraph 2001.1 of MCO
P5215. 1G provi des details and format requirenments when applying cancellation dates to
Mari ne Corps and conmand-issued bulletins. This paragraph establishes two types of
cancel lations for bulletins. Bulletins are canceled either on a given date or on a
specified date for record purposes with "cancell ation contingency” instructions.

a. Bulletins with a given cancellation date are published for a period
of 12 months fromthe nonth the bulletin is signed. Once the bulletin is published,

you cannot extend the given cancellation date. |If the information in the bulletin is
still valid at the end of the 12-nonth period, you will have to publish another
bulletin or incorporate the information into an appropriate directive. |If the
original, given cancellation date is less than 12 nonths, the bulletin nmay be extended
to fulfill the remainder of the basic 12-nonth peri od.

b. The "cancell ation contingency" date is normally applied when a
bulletin is published to nodify policy, procedures, or information contained in an
existing directive. Bulletins with a "cancellation contingency" are cancel ed for
record purposes 12 nonths fromthe nonth the bulletin is signed. The contents of a
bulletin with a "cancellation contingency" statenent renmain effective until the
contents are incorporated into the respective order it nodifies. |If a bulletin with a
"cancel | ati on conti ngency" reaches the cancellation date before its contents are
i ncorporated into the respective order it nodifies, renove the bulletin fromthe files
and interfile it with the respective order in the master directives files. Renpbve and
destroy the bulletin when its contents are incorporated into the order

9. REMOVI NG UNWANTED/ UNNEEDED DI RECTI VES FROM THE COMVAND MASTER DI RECTI VE
FILES. Wth the establishnent of the Marine Corps Publications Distribution System
(MCPDS) and purification of the command’ s Publication Listing (PL) (fornmerly the Table
of Authorized Publications (TAP)) commands shoul d no | onger have unwanted or unneeded
publications on file. MCO P5600.31G stresses that comuands only nmintain directives on
a need-to-act/need-to- know basis. Under the MCPDS, directives are no |onger
transmitted by "distribution codes.”" Directives are distributed by individua
Publ i cation Control Number (PCN). The command’s PL is a PCN listings of al
publi cati ons authorized. When purifying the PL data base, apply strict adherence to
the "need-to-know' criterion. Is the maintenance of the directive essential to m ssion
acconplishment? |If so, are you receiving a sufficient quantity of the directive to
sustain the comuand’ s operations? Wen determ ning the scope of your PL apply the
followi ng factors: m ssion, nunber of personnel assigned or attached to the command,
type and quantity of equi pment hel d, applicable contingency plans, and physical |ayout
of the command. You do not need to maintain all the directives in the conmand’ s naster
directives files. Use |locator sheets for those essential publications and directives
required by staff sections other than the adjutant section. |f you have unwanted or
unneeded directives, delete themfromthe PL or reduce the nunber or requirenents and
get rid of them |If the need-to-know need-to-act factors are properly and strictly
appl i ed, no command shoul d hold an excessive anpbunt of directives.

10. RECORDS MANAGEMENT

a. Records Managenent Program References. Although not specifically
stipulated in MCO 5210. 11, organizational units nmust possess the appropriate reference
materials to effectively manage their records nanagenent prograns. Enclosure (1) to
MCO 5210. 11D contai ns a bi bliography of records nmanagenent programreferences. Use this
checklist to obtain the reference naterial necessary for ensuring conplete and accurate
managenent techni ques are applied. Commands should maintain, at a mninmm those
references dealing with correspondence, directives, docunentation, forns, information
requi renents (reports), copy, office equi pnent, and word processi hg nanagenent.
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b. Docunentation Managenent. Docunentation nmanagenent is
more sinply referred to as the unit’s official correspondence
files. Various nanagenent itens contained in other Marine Corps
directives are continuously overl ooked in day-to-day operations or
during inspection preparation. Thorough famliarity with reference
materials and the Inspector General of the Marine Corps (IGW)

Mast er Di screpancy Listing (Checklist) should preclude
nonconpl i ance wi th managenent procedures. Some of the npst
frequently surfaced itens include:

(1) Privacy Act Statenents. A conmmand’s official
correspondence files contain certain itenms of "personal
information" on individuals who are or have been nmenbers of the
conmand. MCO 5211. 2A provi des gui dance relative to the use of
Privacy Act Statenments when requesting personal information.

Thi s gui dance includes a listing of NAVMC fornms subject to the
Privacy Act, such as, NAVMC 3 (Leave Authorization) and NAVMC 10274
(Administrative Action (AA) Formj. Since official correspondence
files contain copies of these forns and other personal infornation
(i.e., financial affairs, crinmnal history, etc.) a requirenent
exists to display a Privacy Act Statement in a conspi cuous area
where information is collected. (See MCO P5211. 2A, paragraphs
6001.3 and 4). The followi ng statenent will satisfy that
requirenent. Place the statenent on the outside of all file
drawers containing the command’s official correspondence files.

"Per MCO P5211.2, the disclosure of certain infornmation
fromthese correspondence files w thout approval of

of the individual concerned is a direct violation the
Privacy Act of 1974."

(2) Proper ldentification of File Drawers. MCO 5210.11
requires the proper labeling of file drawers to indicate the type
of files, inclusive file nunbers, and cal endar or fiscal years of
the files contained in the drawer(s). The follow ng are sanpl es
of identification |labels used in marking file drawers:

| CORRESPONDENCE FI LES |
| | 1000 - MIlitary Personnel (CGeneral) |
[ | 12000 - Gvilian Ptecr)sonnel (CGeneral) | [

| Cal endar Year - 1985 |

| Fi scal Years 1985 and 1986 [

| LEGAL CASE FI LES |
| AND | NVESTI GATI ON REPORTS |

| Al phabetically Arranged - Ato Z |

| Cal endar Year - 1985 |

(3) Oficial Correspondence File Copies. SECNAVINST
5216.5 (Departnment of the Navy Correspondence Manual ) requires
preparation of the "Conmmand Fil e" copy of conmand-ori gi nated
correspondence using "yellow tissue" (manifold carbon set) or a
substitute photo copy. To prevent any nisinterpretation, follow
the provisions of SECNAVI NST 5216.5 when preparing the official
file copy of command-initiated correspondence. These provisions
do not apply when preparing correspondence on forns with a self-
carbon feature (i.e., NAVMC 3, Leave Authorization, etc.). Wen
the substitute photo copy is used as the official file copy there
is no need to wite "yellow' on the piece of paper; however, stanp
or wite "Oficial File Copy" in the |lower right-hand corner al ong
with the word "file" and the individual’s initials filing the
correspondence. Annotating the photo copy does not change the
color of the paper. Refer to the Stationery chart in SECNAVI NST
5216. 5.

(4) Review of SECNAVI NST 5212.5 (Di sposal of Navy and
Mari ne Corps Records).

This review is conducted to ascertain whether or not the conmand
possesses any activity records that are not covered by the
instructions contained in SECNAVI NST 5212.5. |f there are records
mai nt ai ned that are not covered by disposal instructions,

imedi ately contact the CMC (ARAE) to schedul e the disposition of
the records.
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11. BY DI RECTI ON AUTHORI TY. A conmander or officer in charge may
grant by direction authority under the provisions of the Navy
Regul ati ons, paragraph 0802 and the Marine Corps Manual, paragraph
1007.1. By direction authority is granted to a sufficient number
of staff nenbers to ensure efficient operation of the command. The
conmander or officer in charge nust linit the del egation of
authority to ensure such authority is properly exercised and al
instructions or orders are properly executed. Normally, by
direction authority is retained within the i nmedi ate conmand. The
conmander or officer in charge may, however, grant by direction
authority to individuals external to the command (i.e., a nmenber
within the office of a staff judge advocate, for |egal docunents;
the regi nental adjutant, upon deploynent of a battalion, for
routine admnistrative matters, etc.). By direction authority,
when granted, nmust be in witing. The standard letter is nost
conmonly used. The standard |letter authorization addresses the
reci pient by name. Another nethod is the use of a directive to
del egate a "blanket" authority by title (billet), rather than by
nane. Regardl ess of the nethod enpl oyed to del egate by direction
authority, address the limtations of such authority in the

aut hori zation; e.g., "Authorized to sign correspondence pertaining
to fiscal matters. Command policy matters will be referred to the
under si gned for decision.” The subdel egation of by direction

authority, as discussed in SECNAVI NST 5216.5C, chapter 2,
paragraph 17b, is not authorized.

a. Commanding Oficers/Oficers in Charge. Sone
correspondence, docunents, certificates, and forms require the
personal attention of the comuanding officer, officer in charge
or officer serving in an "acting" capacity. In addition to the
af orenentioned directives, the references |isted bel ow provide
further guidance on by direction authorization or prohibitions.

MCO P1070. 12H, paragraph 4001. 4h
MCO P1080. 40, paragraph 2106
MCO P5750. 1F, paragraph 6003. 4a
MCO P5800. 8C, paragraph 1004
MCO P7220. 31H, paragraph 80120

b. Staff Oficers. The use of by direction authority by the
conmand staff will, normally, be restricted to their specific
area(s) of responsibility as specified in the Navy Regul ati ons,
paragraph 0711. This restriction applies to the routine use of by
direction authority of one staff section to sign correspondence
initiated by another section. For exanple, an S-3 officer (when
authorized in witing by the conmander) may sign correspondence
prepared by the S-1 section based on the absence of the S-1
officer. Upon the return of the S 1 officer, the S-3 officer
woul d di scontinue this action

c. Enlisted Marines

(1) Commanders or officers in charge may extend by
direction authority to enlisted Marines based on the absence or
unavail ability of officers, or when the strength of the unit
(i.e., school commands with a student population in excess of
800 Marines) dictates the necessity for this action. Nornally,
the commander should not extend by direction authority to Marines
bel ow the grade of gunnery sergeant. The exception - when no
of ficer or senior noncomm ssioned officers are available (i.e.,
shi ps detachnents, independent or separate commands, Marine
liaisons, etc.).

(2) Enlisted personnel are not authorized to sign
correspondence which involves the direct expenditure of Governnent
funds (i.e., unit diaries that contain pay entries, separation
vouchers, authorizations for advance pay, transportation requests,
basic orders, etc.). Enlisted personnel may sign correspondence/
docunents that indirectly affect pay and all owances in which an
of fi cer has authorized, or will authorize the actual expenditure
of funds. For exanple, enlisted nenbers may sign applications for
conmuted rations, fam |y separation allowance, basic allowance for
quarters, etc. In each of the above exanples, an officer has
certified (on the unit diary) that the action to be taken or that
has been taken by the enlisted nmenber, is or was correct and
proper. The exception - the CMC (MF) may approve requests from
field commands to grant by direction authority to a senior SNCO
(E-8/E-9) to certify unit diaries per MCO P1080. 40, paragraph 2106

(3) Authority for NCO s/SNCO s to Perform Notarial Acts
CQut si de CONUS. Per MCO P5800. 8C, paragraph 1005, officers
exercising general court-martial convening authority may designate,
in witing, NCO s/SNCO s, who serve in |legal services billets/
of fices outside CONUS, to act as notary publics. This authority
isonly in effect while the Marine is serving outside CONUS and
term nates upon arrival in CONUS

d. Civil Service Enployees. Conmanders or officers-in-charge
may extend by direction authority to civil service enpl oyees based
on the paraneters contained in their position description which nay
dictate the necessity for this action. The granting of by
direction authority is not normally extended to civil service
enpl oyees bel ow the grade of GS-6. Wen the position description
states record-keepi ng or mai ntenance responsibilities, civil
servi ce enpl oyees nmay aut henticate service record entries if so
designated in witing



MCAP

12. FACSIM LE STAWP

a. Use. A facsimle stanp of a commander authorized to issue
travel orders is used only for the purpose of signing original
orders. Orders bearing the facsimle signature are consi dered
conpetent when validated by the handwitten initials of an officer.
The commander nust designate, in witing and by-nane, the
of ficer(s) authorized to use the facsimle stanp. Retain the
original of the letter authorizing the use of the facsimle stanp
on file at the headquarters of the issuing comand until
aut hori zation i s superseded.

b. Security. Wen not in use, store the facsimle stanp in
a | ocked container for security purposes. During working hours,
properly safeguard the facsimle stanp and use it only for the
pur pose aut hori zed.

13. SPECI AL ORDERS. Due to the precise formatting requirenents,
the preparation and use of special orders are discouraged. Marine
Corps regul ations, as a general rule, require publishing certain
adm nistrative itenms, such as additional duty assignnments,
reductions, reassignments, pernmanent change-of-station orders,
etc., in "witing." Use of the standard letter format is

encour aged.

14. CONTROLLED FORMS. SL-8-09993A, paragraph 4, lists the DD
forms which are to be controlled. These forms, when stocked by the
supply issue point, nust be inventoried on a nmonthly basis (see MCO
P4400. 150). These sane forns, when maintai ned by the adninistra-
tive office, also require accountability, however, the frequency of
the inventory varies fromnonthly and sem annually to on a
situational basis (i.e., upon relief of the issuing officer or
agent). In addition to the directives nentioned above, MCO

P1900. 16D, paragraphs 1101.2c and 1204; MCO P5110. 4, paragraph
6002. 1; MCO P5512. 11A, paragraphs 3002 and 4013; and MCO 10110. 47;
and MCO P1070.12 apply. Use one or nmore | og books, dependi ng upon
your frequency of use of controlled forns. At a mninmm use the
followi ng coluims headi ngs in preparing accountability |og books
for controlled forms. The full length of the log (2 pages) nay be
required to accomvpdate insertion of the required col um headi ngs.

a. DD FORM 2MC, DD FORM 2MC (RES), DD FORM 2 (RET) LOG
(MCO P5512. 11)

(1) Colum 1: ID Card Nunber. List all ID card serial
nunbers in ascending order.

(2) Colum 2: Date of Issue. Self-explanatory.

(3) Colum 3: Grade/ Narme of Individual to Whom | ssued.
Enter the grade and first nanme, mddle initial, and | ast nane of
the individual to whomthe ID card is issued.

(4) Columm 4: Signature of Individual. Self-explanatory.

(5) Colum 5: Reason for Issue. Enter reason for issue,
i.e., reenlistnent, pronotion, reduction, |ost/danmaged, etc.

(6) Colum 6: Signature of Issuing Agent. Self-
expl anatory.

b. DD FORM 1173 (MCO P5512. 11)

(1) Colum 1: ID Card Nunber. List all ID card serial
nunbers in ascending order.

(2) Colum 2: Date of Issue. Self-explanatory.

(3) Colum 3: Grade/ Nane of Sponsor. Enter the grade
and first nane, nmiddle initial, and | ast name of sponsor.

(4) Colum 4: Nane of Individual to Whom | ssued. Enter
the first name, mddle initial, and |ast nane of the individual to
whomthe ID card is issued followed by the relationship code from
bl ock 35 of the DD Form 1172. For exanple: Molly J. Marine (SP).

(5) Colum 5: Signature of Individual. Self-explanatory.

(6) Colum 6: Signature of Issuing Agent. Self-
expl anatory.

c. RECOVERY/ DESTRUCTI ON PORTI ON OF I D CARD LOGS (MCO P5512. 11)

(1) Colum 1: |ID Card Nunber. Cut the ID card nunber
fromthe recovered/ destroyed card and tape/clue/paste in | og book.

(2) Colum 2: Date of Recovery/Destruction. Self-
expl anatory.

(3) Colum 3: Grade/ Name of Individual to Whom Card was
Issued. For DD Forns 2, 2MC, and 2MC(RES), enter grade and first
nane, mddle initial, and |ast nane. For DD Forns 1173, enter
first nane, mddle initial, and |ast nane.

(4) Colum 4: Signature of Verifying Oficer/lssuing
Agent. Sel f-expl anatory.
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d. MEAL CARD (DD FORM 714) CONTROL LOG (MO 10110. 47)

(1) Colum 1: Meal Card Nunber/SSN. Enter the command
determ ned Meal Card serial number followed by the individual’s
SSN. List all Meal Card serial nunbers in ascendi ng order.

(2) Colum 2: Grade/ Nane of Individual to Whom I ssued.
Enter the grade and first name, middle initial, and | ast nane of
the individual to whomthe Meal Card is issued. The grade should
be the grade held at the tinme the card is issued. Pronotion or
reduction will not require reissue of the neal card.

(3) Colum 3: Date of Issue. Self-explanatory.

(4) Colum 4: Date of Recovery/Reason. Enter the date
the Meal Card is recovered and the reason for recovery, i.e.,
Transfer, granted COVRATS, etc.

(5) Colum 5: Signature of Individual. Self-explanatory.

(6) Colum 6: Signature of Issuing Agent. Self-
expl anatory.

e. LOG FORVMAT FOR ACCOUNTABI LI TY OF DD FORMS 214, 214-WB,
256, 257, ETC. There is no requirenent to serialize these forns
(al though they may be) for accountability purposes. A single page
of the log book will support the required colum headi ngs for these
forns. (MCO P1900. 16)

(1) Colum 1: Date of Receipt/lIssue. Enter the date
when forms are received, issued, inventoried, or when forns are
destroyed due to administrative error.

(2) Colum 2: Grade/ Nanme to Whom | ssued. Enter the grade
and first name, mddle initial, and | ast nane of the individual for
whomthe formis prepared. |In the case of receipt of forms and on
occasion of inventory |eave blank. Wen a formis destroyed, enter
"Destroyed. "

(3) Colum 3: Renmarks. Enter reason for issuance, i.e.,
di scharge, transfer to FMCR, release fromactive duty, etc. Wen
a formis destroyed due to adm nistrative error, enter "Adnin
Error." Wen new forns are received, enter "Received (# of forns)
Forms." Wen docunenting required inventory, enter "lnventoried."

(4) Colum 4: No. of Forns/Balance. Enter the renaining
nunber of forns on-hand after each issuance, receipt, or
destruction of a form Enter the bal ance of fornms upon each
i nventory.

5) Colum 5: Signature of Verifying Oficial/lssuing
| f-

(
Agent. Se expl anatory.

15. SERVI CE RECORD TRANSFERS OF HOSPI TALI ZED MARI NES. The conmand
executing a transfer by service record for purposes of hospitali-
zation nmust initiate witten orders for the Marine concerned. Wen
appropriate, the orders nust include the effective date of transfer
and funding data for travel of dependents and shi pnent of househol d
goods. At a nminimum expeditiously forward the original and five
copi es of the orders to the gaining command identified in enclosure
(1) of MCO 6320.2C. The transferring conmand should retain
sufficient copies of the orders issued to facilitate shipnent of
personal effects or househol d goods.

16. PERVANENT CHANGE OF STATION (PCS) ORDERS

a. As an exception to subparagraph 4f to MCO 5216.9, when a
Mari ne requests nodification or cancellation of PCS orders via an
AA Form the request nust be forwarded, through the chain of
conmand, to the CMC (MMOA or MVEA) for final determination. Via
addr essees may provi de specific reconmendations (i.e., recomending
approval / di sapproval ), however, denial of the Marine s request for
nodi fication or cancellation rests with the CVC.

b. In the preparation of orders and endorsenents, initiate
full utilization of sinplified procedures at all levels. The
majority of orders issued to personnel are prepared through the
Aut omated Order Witing Process (AOAP). Orders generated by the
AONP are original orders and need not be republished, in nost
cases, in another format at each echel on of conmmand. The seni or
headquarters and/or internediate comands may establish one
directive in the 13XX series to provide the reporting units with
appropriate instructions for conpletion of the detaching
endorsenment on routine orders. This directive should include
reporting requirenents for orders which nust be cancel ed or
nmodi fied. The AOAP directing routine transfers (reproduce only
the single page of the AOAP pertaining to the Marine) nmay be
stanmped "Original Oders" and forwarded, by rubber stamp
endorsenent, to the reporting unit for action and conpliance with
the 13XX directive. However, the higher (w ng/division/FSSE
FMFPac, etc.) echelon retains the prerogative for determ nation of
what orders may require additional directions.
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17. REQUESTI NG DEPENDENT ENTRY APPROVAL AND AREA CLEARANCE I N
CONNECTI ON W TH PERMANENT CHANGE OF STATI ON ORDERS

a. At a mninmum comanders should furnish information
required by MCO P1000. 6 when requesting dependent entry approval
and/ or area cl earance for Marines.

b. Specific information pertaining to area cl earances may be
found i n NAVM LPERSCOM NST 4650. 2. Dependent entry approval and/or
area clearance is required for the areas/conmands indicated in the
following list. This list is also contained in MCO P1000.6. For
those locations not listed below refer to Appendix D to Chapter 2
of NAVM LPERSCOM NST 4650. 2A.  Subni ssion and i nfornmati on addresses
shoul d be verified with the USN PLAD 1 prior to preparation of the
request. For those areas that indicate entry approval is not
required, it is the detaching conmand s responsibility to advise
nmenbers as to the requirenments for conmand sponsorship of
dependents per OPNAVI NST 1300. 14A. Foreign travel in a tenporary
additional duty status nay require a request for area clearance
(refer to OPNAVI NST 4650.11 and MCO P1000. 6) .

LI ST OF AREAS REQUI RI NG DEPENDENT ENTRY APPROVAL

Info Copy to New

Ar ea/ Command Subnit Message Request To Duty Station and
Al aska
Adak NAS ADAK AK MCSFCO ADAK AK or
Note 1
Anchor age Activity to which ordered
Bar i Activity to which ordered
Arab Republic Activity to which ordered
of Egypt
Australia
Exnout h NAVCOMVSTA HAROLD E HOLT PERSUPP DET HAROLD E
EXMOUTH AS HOLT EXMOUTH AS
Si dney USDAO CANBERRA AS COWNAVMARI ANAS GQ
O her USDAO CANBERRA AS COWNAVMARI ANAS GQ
Bel gi um Not required
Ber nuda NAS BERMUDA PERSUPP DET BERMUDA

MCSFCO BERMUDA

British Isles

Engl and
M | denhal | NAF M LDENHALL UK MCSFCO LONDON UK
St. Mawgan NAVWPNSFAC ST MAWGAN UK MCSFCO ST MAWGAN UK
O her Not required except Silk MCSFCO LONDON UK
Purse Control Group (SPCG
to 513CSG RAF M LDENHALL
Scot | and
Edzel | NAVSECGRUACT EDZELL UK Note 1
Fife NAVSUPPACT HOLY LOCH UK
G en Dougl as MOMAG DET FOUR GLEN
DOUGLAS UK
Gr eenock Not required
Holy Loch NAVSUPPACT HOLY LOCH UK

Machri hani sh  NAVWPNSFAC DET
MACHRI HANI SH UK

Thur so NAVCOMVSTA THURSO UK
Wl es Not required
Canada, Argentia NAVFAC ARCGENTI A CAN PERSUPP DET

ARGENTI A CAN
Cuba, Guantananp COWWNAVBASE GUANTANAMO BAY CU PERSUPP DET
Bay GUANTANAMO BAY CU
MARBKS GUANTANAMO
BAY CU or Note 1

Di ego Garcia NAVSUPPFAC DI EGO GARCI A MCSFCO DI EGO GARCI A
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Ar ea/ Conmand

France

Cer many
Augsbur g
(Bad Ai bling)
Berlin/
Frankfurt/
Muni ch
Br enmer haven

Stuttgart

Quam

Hawai i

Hong Kong, BCC

| cel and

Italy

Gaet a

Napl es

San Vito

Sardi ni a

MCAP

Submit Message Request To

Dependent travel to France

is not authorized except for:

(1) MAAG personnel

(2) ATTACHE personnel (See
note 2)

(3) Departnent of State
Guard personnel, French
Institute of Higher
Learning, and staff
menbers of the Advisory
Group for Aerospace

Research and Devel oprent .

Info Copy to New
Duty Station and

Entry approval is not required

for duty listed in (1) above.

NAVSECGRUACT AUGSBURG GM

Activity to which ordered
MSCO NOREUR BREMERHAVEN GM

EUCOVBUPPACT VAI H NGEN GM /
AETSSTG U- HD/ /

NOTE: Dependent entry
approval not required for
Stuttgart for E-9 or O6
and above.

Not required

Not required except for
Bar ki ng Sands, H . Subnit
request to: PACM SRANFAC
HAWAREA BARKI NG SANDS HI

USDLO HONG KONG

Entry approval not required
for personnel assigned to
the U S. Defense Liaison

O fice, Regional Mrine
Security Ofice, Naval

Pur chasi ng Departnent, and
Fl eet Post O fice 96659

COWNAVI CE KEFLAVIK | C

NAVSUPPACT NAPLES DET
GAETA I T

MCSFCO NAPLES | T

NAVSECGRUACT SAN VITO I T

NAVSUPPO LA MADDALENA | T

MCSFCO LONDON UK

USN PERSUPP DET
VAI H NGEN GM

PERSUPP DET
KEFLAVIK | C

COVBI XTH FLT
COMFAI RVED NAPLES | T
NAVSUPPACT NAPLES | T

COVFAI RVED NAPLES | T

PERSUPPACT MED
NAPLES | T

NAVSUPPACT NAPLES | T

COMFAI RVED NAPLES | T
COVBUBGRU EI GHT
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Info Copy to New

Ar ea/ Conrmand Subnit Message Request To Duty Station and
Japan
At sugi / Kam PERSUPP DET ATSUG JA PERSUPPACT FE
Seyal Et ot suka YOKOSUKA JA
M sawa PERSUPP DET M SAWA JA PERSUPPACT FE
YOKOSUKA JA
I wakuni MCAS | WAKUNI JA PERSUPPACT FE
YOKOSUKA JA
Canp Butler/A| CG MCB CAMP BUTLER JA PERSUPP DET
Mar i ne Cor ps OKI NAWA KADENA JA
Installations/ (Only for Navy
Units on Cki nawa per sonnel assigned
(Note 3) to Marine Corps
units.)
Sasebo PERSUPP DET SASEBO JA PERSUPPACT FE
YOKOSUKA JA
Yokosuka/ PERSUPP DET YOKOSUKA JA PERSUPPACT FE
Yokohama/ Tokyo/ YOKOSUKA JA
Yokota and al |
ot hers
Kor ea COVNAVFORKOREA SEOUL KOR PERSUPP DET KOREA
SEOUL KOR
Marine Security Note 4
Quard
Mor occo CHMUSLO RABAT MOROCCO

ki nawa ( See Japan)

Panama, Republic NAVSTA PANAMVA CANAL Cl NCLANTFLT DETSO
of RODVAN PM PERSUP DET PANANVA
RODVAN PM

MCSFCO RODVAN PM
NAVPTO CHARLESTON SC

Gal eta |Island NAVSECCRUACT GALETA Note 1
I SLAND PM

Puerto Rico

COWNAVFORCARI B NAVSTA ROCSEVELT ROADS RQ

COVNAVBASE
ROCS RDS NAVSTA ROCSEVELT ROADS RQ
USCOVSOLANT NAVSTA ROCSEVELT ROADS RQ
NAVCOVSTA NAVSTA ROCSEVELT ROADS RQ PERSUP DET
PUERTO RI CO ROCSEVELT ROADS RQ
NAVSECCGRUACT PERSUPP DET SAVANA SECA RQ  MCSFCO ROOSEVELT
SABANA SECA ROADS RQ

Republic of China Activity to which ordered

Saudi Arabia CHUSMIM RI YADH SA CHNAVSECMTM RI YADH SA
HQUSMIM RI YADH SA
Si ngapor e USDAO SI NGAPORE USNAVOFF  SI NGAPORE
Spai n
Madri d CHNAVSECVAAG SPAI N MADRI D SP

MARSPTBN Bi |l | ets NAVSECGRUACT at the MARSPTBN WASHI NGTON DC and
installation to which DC and Note 1
ordered

NOTE 1: CO BRAVO, CO DELTA, CO ECHO DET ONE CO ECHO CO FOXTROT,
COINDIA COLIMA MARSPTBN |, as appropriate (see
USN PLAD 1 for conpl ete addresses).

NOTE 2: Area entry approval for dependent travel of ATTACHE
personnel is not required.

NOTE 3: Includes all tenant comrands and Navy personnel assigned
to Marine Corps units. Includes Il MEF, 1st MAW 3d
MarDi v, 3d FSSG 3d SRI G and MCAS, Futenma.

NOTE 4: ALPHACO, BRAVOCO, CHARLIECO DELTACO FOXTROTCO,
MSG BN, as appropriate.
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18. ENTI TLEMENT TO ADVANCE PAY FOR PCS | N CONJUNCTI ON W TH
RECRUI TER/ DRI LL | NSTRUCTOR SCHOOL AND MARI NES ORDERED TO TAD FOR
PERI ODS OF 20 WEEKS OR LONGER. The foll owi ng policy concerning
advance pay entitlement for Marines ordered to recruiter or drill
instructor school under orders which stipulate "For Further
Transfer" and Marines ordered to TAD for periods of 20 weeks or

I onger is extracted from PAAN 50-90.

a. PCS orders issued for recruiter/drill instructor school
include a statement which precludes the novenent of dependents and
househol d goods until successful conpletion of school. The purpose

of advance pay, as stated in MCO 7220.21E, is to provide funds for
extraordi nary expenses incurred as a result of a Governnent ordered
rel ocation. Advance pay is intended to assist the Marine with out-
of - pocket expenses that exceed or precede reinbursenents incurred
during a PCS nove which are not typical of day to day military
living. Marines ordered to recruiter/drill instructor school

"For Further Transfer" have not incurred such expenses because PCS
househol d goods noves are not authorized until successful
conpletion of the school. The Marine' s comander has oversight
responsibility to ensure that the advance pay is used only to help
with the financial burden of a Governnent ordered PCS. Based upon
this premse, the follow ng policy was established: Marines in
recei pt of PCS orders for further transfer upon conpletion of
recruiter or drill instructor school are not entitled to advance
pay until successful conpletion of the prescribed course,
identification of a permanent duty site, and subsequently ordered
to relocate.

b. Careful consideration nmust al so be applied when
determ ning the anmbunt of advance pay given to Marines (other than
those attending recruiter or drill instructor school) perform ng
TAD under "For Further Transfer" orders where the course(s) of
instruction exceed 20 weeks. Such courses of instruction are
consi dered as a PCS and per paragraph 7b(2)(c) of MCO 7220. 21E,
conmandi ng of ficers will not approve requests for a repaynent
schedul e that extends beyond the PCS orders. In other words, the
advance pay authorized will be repaid by the conpletion of the TAD
period. At that tinme, new PCS orders are issued assigning the
Marine to a new permanent duty station and normal advance pay
procedures can be used. |If the Marines are dropped fromthe
school they are returned to their |ast pernmanent duty station.
This situation requires i medi ate collection of the advance pay
received. |In cases of severe financial hardship, a |iquidation
schedul e may be consi dered based on the provisions of Chapter 4 to
the DODPM For these reasons, advance pay for those Marines
attendi ng courses of instruction which are 20 weeks or nore should
be limted to an anmbunt which will not cause the Mrine financial
hardshi p during repaynent.

19. DEFENSE ENROLLMENT ELI G BI LI TY REPORTI NG SYSTEM ( DEERS)

a. DEERS is a congressionally mandated program established
in 1979, to inprove the control and distribution of avail able
uni forned service benefits, to inprove the projection and
al l ocation of costs for existing future benefits prograns, and to
m ni m ze the fraudul ent use of benefits prograns by unauthorized
persons. DEERS enrol |l ment and update procedures have been
established to allow capture of sponsor, dependent, and other
aut hori zed users of unifornmed services benefits. The enroll nent
and update of DEERS data are mandatory for all recipients of
benefits. The followi ng are sonme DEERS applications or potential
applications that are in use, being tested, or in the devel opnent/
di scussi on stage

(1) Verification of entitlenent to dental and nedi cal care
in uniforned services treatnment facilities.

(2) Verification of entitlement to care at civilian
nedi cal facilities.

(3) Approval /di sapproval of CHAMPUS cl ai ns.
(4) Tracking of nedical/dental records.

(5) Storage of duplicate Panograph (dental x-ray) for
active duty and SMCR personnel .

(6) Standardization of an automated RED and SGLI el ection
formw thin all branches of the Armed Forces.

(7) Design of a tunor registry.

(8) Production of identification cards through the
Real ti me Aut omat ed Personnel Identification System (RAPIDS).

(9) Eligibility checks for catal og sales to custoners of
the Arned Forces Exchange System

(10) Interface with the Social Security Administration and
the Departnment of Veterans Affairs.

(11) Mobilization/contingency support for the National
Guard and Reserve forces.

(12) Interface with the finance centers of all services
for the control of paynents of basic allowance for quarters.
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b. DEERS System Conponents

(1) Enrollnent Data Base. The enrollment data base is
updat ed and mai ntai ned by the DEERS Data Base System Divi sion
(DBSD) in Monterey, CA. This data base conbi nes sponsor
information with dependent data to create fanily records. The
enrol | ment data base is used by the DBSD personnel and is not
accessible to external users. Extracts fromthe enroll ment data
base are transnmitted to the eligibility data base which is
accessible in an on-line nmode by the unifornmed services, and
CHAMPUS fiscal intermediaries.

(2) Eligibility Data Base. The eligibility data base is
a transaction-based system designed to provide responses to
i ndividual inquiries and process update transacti ons. The
eligibility data base resides at the information processing center
(IPC). The IPCis located in Herndon, VA

c. Updating the DEERS Data Base

(1) Update using RAPIDS or RAPIDS On-line CGuard/ Reserve
(ROGR) applications. See paragraph 21 below for further discussion.

(2) On-line update by use of the DEERS on-1line personnel
update (OLPU) terminals at the DEERS Enrol |l nent Processing Center
(DEPC) in Mnterey, CA. This is acconplished via the DD Forms 1172
whi ch are forwarded in batches using the DD Form 2268 (Batch
Transmittal Form). DD Forms 1172 received at the DEPC w thout a
conpl eted batch transmttal formare not processed.

(3) The MIlitary Entrance Processi ng Cormand ( MEPCOM)
provi des daily data transm ssions to the Defense Manpower Data
Center (DVMDC) of accessions to all the mlitary services. DVDC
uses this data to provide daily updates to the DEERS enrol | ment
data base. The DEERS enrol | nent data base will then, within
24 hours, update the DEERS eligibility data base for new accessions
to the mlitary. This neans that within 3 days a newy accessed
Mari ne shoul d have a DEERS record in the eligibility data base.
This entry will be verified by a Marine Corps weekly gain/loss
tape and a quarterly tape sent to DMDC. These Marine Corps tapes
are the products of extracts fromthe MCTFS data base. Marine
dependents may be enrolled on the DEERS eligibility data base as
soon as the Marine (sponsor) is resident on the eligibility data
base.

(4) Sponsor data (military menber) is forwarded to DEERS
by neans of the Reserve Conponents Common Personnel Data System
(RCCPDS). Once the sponsor is enrolled, dependent data may be
entered using the On-line Guard/ Reserve (OLGR), Of-line DD Form
1172 Fl oppy Diskette Application, or ROGR

(5) The DEERS On-line Marine Corps Inquiry (DOLM
application provides direct access to the DEERS data base via MCDN
and allows reporting units to view and nake linmted updates to the
address and tel ephone nunber fields of DEERS records of Marines and
their dependents.

20. REALTI ME AUTOVATED PERSONNEL | DENTI FI CATI ON SYSTEM ( RAPI DS) .
RAPIDS is designed to provide an on-line update to the DEERS data
base, produce an automated version of the DD Form 1172, and

centralize the issuance of all identification cards. RAPIDS work
stations, generally located at najor Marine Corps bases or
stations, will operate by using mlitary or civilian assets of the

Marine Corps. These work stations will relieve the reporting unit
conmanders of the responsibility to maintain or issue identifica-
tion cards. However, these units will continue to prepare and
verify the current DD Form 1172. This form once verified by the
personnel officer, will be taken to the RAPIDS work station for

i ssuance of the identification card. Refer to MCO P5512.11 for
further information concerning preparation of the DD Form 1172 and
identification card preparation and issuance procedures.

21. NARI NE CORPS MANPONER MANAGEMENT

a. The Marine Corps’ basic nanpower nmanagenent tool is the
Si x Year Defense Plan (SYDP) which provides a 6-year picture of
approved Marine Corps nmanpower prograns. Manpower resources, both
mlitary and civilian, are allocated consistent with prograns
cont ai ned and approved in the Congressional budget. Each program
is divided into a series of functional areas called Program
El ement s.

b. An integral part of the programm ng and budgeting process
is the allocation process which assigns authorized nanpower for
approved Marine Corps requirenents by fiscal year and program
This directly relates to the annual review of program objectives.
Nei t her the SYDP nor the budget contain unassigned authorized
manpower .

c. Manpower nmanagenent determines and validates military and
civilian requirenents, assesses education and training i ssues, and
pl ans, prograns, budgets, and allocates approved and funded
manpower spaces (billets/ positions).
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22. DEFI NI TI ONS ASSCClI ATED W TH MANPOMAER MANAGEMENT. The al |l ocation process results
in the assignnent of authorized nanpower for approved Marine Corps requirements by
fiscal year and program The followng definitions relate to the allocation process:

a. Authorized Strength. The authorized strength includes the current
Letter of Allowance for non-FMF comrands and a nmanning | evel of each T/O for FM
commands. Only chargeable billets are authorized for manning in both FMF and non- FMF
T/ O s.

b. Authorized Strength Report (ASR). The ASR is a recapitulation by
grade and M3S, of military manpower authorized for each MCC programmed for manning
during a given fiscal year. The authorized strength of FMF organizations is cal cul ated
by applying a manning | evel to the appropriate T/ O as determ ned by the structure
sponsor for that unit’s T/O. Authorized strength for non-FMF conmands is the
chargeable billets of the current T/O Actual staffing is a function of authorized
strength, inventory, and command staffing precedence. The ASR serves as the data base
for two nanpower conputer progranms: (1) the staffing goal nodels for officer and
enlisted assignments; and (2) the Target Force Pl anning Mdel, which projects the
desi red grade/ MOS conposition of the Marine Corps at a specified future date in the
SYDP.

c. Gade Adjusted Recapitulation (GAR). The GAR depicts objective grade
and MOS requirenents to support a given structure as of a particular point in tine.
The GAR accommpdat es grade and numerical manpower constraints which have been inposed
by hi gher authority. The GAR is prepared for the current fiscal year plus the next 5
fiscal years. Each GAR reflects the nmanpower requirements of the Marine Corps by
grade and M3S as of the end of the fiscal year indicated.

d. Staffing Goal. The staffing goal is the optinmal grade and skill
distribution of Marines in the current inventory. Staffing goals change continuously
and reflect changes in both the chargeable inventory and authorized strength.
Staffing goals are conputer generated, conparing chargeable inventory grade and skill
mx with the Marine Corps’ authorized billet mx. Goals are allocated according to
the command’ s staffing precedence. Staffing goals represent a nunerical assignnent
target 6 nonths in the future for enlisted Marines and 12 nonths for officers.

e. Staffing Precedence. There are three types of staffing precedence.
Each represents a nethod of staffing a conmand or part of a comand. "Staffing" is
essentially a mathematical process which considers a | arge nunber of variables such as
precedence, total enlisted or officer availability, MOS and grade availability,
universal billets, and actual authorized MOS and grade conposition of various
conmands.

(1) Excepted Command. Excepted commands are staffed at 100 percent
aut hori zed strength by grade and skill, providing there are sufficient nunbers of
speci fi ed grade and MOS conbi nations in the chargeable inventory. In the assignment
process, grade substitution is acceptable for up to 10 percent of authorized strength.

(2) Priority Command

(a) Priority commands are authorized to be staffed at 100
percent of authorized strength in gross nunbers and receive a fair share of the
remai ning inventory of short MOS's.

(b) Few priority commands have identical authorized strengths
by grade and MOS. Therefore, differences in their percentage of fill for specific
grades and MOS's nay exi st.

(3) Proportionate Share Command. Proportionate share conmands are
staffed at the MOS level simlar to priority comrands; the major difference between
priority and proportionate share commands is in the total fill target of the
organi zation. In tinmes of relative overall gross nunber balance in the force, the
di fference between priority and proportionate share comuands is mninmal.

(4) M xed Conmand. M xed commands contain organi zations or billets
that receive a different staffing precedence than the comand as a whol e.

(5) One-for-One Billets. Certain units have a T/O containing only one
billet or a very small nunber of billets for a specific grade or skill. If unstaffed,
the unit may not be able to performits mission in that functional area. These
billets are generally filled after the excepted billets for the same MOXS/ grade have
been filled. Also, these billets are not normally subject to MOS substitutions in
either priority or proportionate share conmands and are staffed as near to authorized
grade as possible. The inpact of shortages in MOS's with a |arge nunber of one-for-one
billets will be felt in those conmands that do have a | arge authorization for those
MOS' s.

f. Over MOS. An over MOS, with regards to staffing, is an MOS with a
chargeabl e inventory | arge enough to supply all of its primary MOS authorized strength
requirements and a portion of the universal billet requirenents. This definitionis
not equivalent to the over/bal anced/short MOS criteria used in inventory nanagemnent.

g. Short MXS. A short MOS, with regard to staffing, is an MOS with a
chargeabl e inventory insufficient to meet its primary MOS authorized strength
requirements. Normally, short MOS's are not used to fill universal billets. This
definition is not equivalent to the over/bal anced/short MOS criteria used in inventory
managenent. The CMC (MP) is responsible for taking necessary actions to bal ance all
MOS' s to the highest degree possible.

B- 15



MCAP

h. Program oj ective Menorandum (POM. The POMis the
docurrent in which the Marine Corps biennially describes its total
resource and program objectives. It is developed within the
constraints inposed by the Secretary of Defense's fiscal guidance
to satisfy all assigned functions and responsibilities during the
period of the SYDP.

i. POMTroop List. The POM Troop List (an internal HQVC
docurent) is a listing of authorized units and activities at their
programmed manni ng | evel (percent of T/O for military manpower.
It becones the primary source docunent for the devel opnment of the
FMF/ non- FMF manni ng | evel, the ASR and the establishment of the
SYDP levels for mlitary program spaces.

. Programmed Force Structure. The progranmed force
structure of the Marine Corps is defined as the aggregation of
billets in the programed force (that is, the full structure
requirenent for all units and organizations in the force). For
operational units and the supporting establishnent, the termis
synonynmous with the T/O structure (or its equivalent). Progranmred
force structure evolves fromthe MAGTF Master Plan, is refined
through the POM process and is approved as a final output of the
POM  Programmed force structure is devel oped for each of the
program years.

k. T/O Mssion Statenent. A T/O mission statenent describes
the m ssion and tasks, organization, concepts of organization and
enpl oynent, and admi nistrative and | ogistics capabilities of a
Mari ne Corps conmand or activity.

l. Table of Organization (T/O. A T/ O describes the
organi zational structure and manpower requirenments of an activity
in terns of grade, MOS, series, weapon, and billet title for
civilian and nilitary personnel. It is a basic document that
describes, in billet line detail, the conposition of every Marine
Corps comrand or activity.

m  Tabl e of Manpower Requirenents (T/MR). The T/MRis an
aut omat ed system whi ch captures and di spl ays approved Marine Corps
T/Os, T/O mssion statenents, and other associated data. The T/ MR
reflects current year and 6 out-year T/O s depicting a total of 7
years. The current year plus one through six.

n. Table of Equipnent (T/E). A T/E is an all owance docunent
publ i shed by HQMC which |ists Table Authorized Mteriel Control
Nurmber ed (TAMCN) equi pnent required by Marine Corps units to
performtheir mssion as defined in the T/ O nission statenent.

0. Structure Sponsor. Structure sponsors include designated
HQVC princi pals, the CG MCCDC, and COVMARCORSYSCOM  Structure
sponsors are responsible for nmanaging their allocated resources in
consonance w th the nanpower managenent guidelines provided by the
CMC. They manage structure, develop an organizational structure
to include T/Os and their associated T/O M ssion Statenments and
T/E's, prepare inplenentation plans, and act as principal advisors/
spokesnmen for Marine Corps interests in their assigned area of
responsibility.

p. Billet Sponsor. A billet sponsor is the sane as the
Structure Sponsor except that responsibility is for a single billet
or block of billets vice the entire T/O. This occurs when nore
than one kind of organizational unit is carried on a single T/ QO

. CccFld Sponsor. CQccFld sponsors, as the Marine Corps’
focal point for OccFld nanagenent and MOS devel opnent, have the
authority and the responsibility for managenent of their assigned
CccFl d(s) and supporting MOS' s, exclusive of individual personnel
assignnment. In addition to assisting the DS M&RA in the
prosecution of the Marine Corps’ Manpower Managenent Program they
provi de assistance to the CG MCCDC, Headquarters staff agencies,
and COMVARCORSYSCOM

r. MOS Specialists. MOS specialists will be designated by,
and directly support, the CccFld sponsor. As a technical advisor
to the OccFl d sponsor, the MOS specialist’s skill and know edge are
critical in providing accurate and productive information to
effectively classify, train, and utilize the personnel wthin that
MOS.

s. Manning Level (ML). ML is the authorized mlitary
strength for the FMF/ supporting establishnment stated in a
percentage. The planned military strength for given MAGIF units
is contained in the MAGTF Master Plan from which the POM Troop Li st
is developed. A ML percentage is conmputed by dividing the manni ng
control by the structure of a wartine T/ QO

t. Monitored Command Code (MCC). A code assigned for
identification and control purposes to each command, unit,
activity, or individual billet to which assignnent of personnel is

controll ed by HQWC.

u. Letter of Allowance (LOA). The LOA is the annual
notification (usually during Septenber/Cctober) of mlitary and
civilian allowances granted to the supporting establishment. It
displays the nilitary and civilian nanpower authorization for the
current fiscal year and shows the maxi num structure the Mrine
Corps can allocate a command or activity for a given fiscal year.
The civilian portion of the LOA provides programred work-years,
budget ed positions, and funding for civilian personnel. This
docurent is intended to allow activities to begin planning for
these positions early in the fiscal year.
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23. TABLE OF ORGANI ZATI ON MANAGEMENT

a. The CMC (MPC-50) naintains the T/Os and T/ O m ssion
statenents for all Marine Corps comands and activities and for
all Marine Corps requirenents in external activities.

b. T/ O s should reflect the manpower resources required to
fulfill a conmand or activity’s mission as defined by the T/O
m ssion statenent. T/Os are the basis for manni ng and staffing.
The nmost inportant factors in the devel opment of a unit’s T/O are
m ssion and the T/E. M ssion, when accurately stated, is the
bedrock for the billets, the grades, and the skills reflected in a
T/O The T/E further defines grades and skills based on the
equi pnent a unit needs to acconplish its m ssion.

c. Changes to T/O s should be necessary only when there is a
change to the unit’'s mission or its T/E. The T/O the T/ O nmission
statenent, and the T/E's, while separate docunments, are
inextricably linked. Changes to one nust always include a review
of the other two for possible revisions.

d. The T/ O provides the basic framework agai nst which
programmed manpower resources are allocated and Marine Corps
personnel are recruited and trained. The nunber of staffing year
changes will be minimzed and changes will be nmade in the future
years. The CMC recogni zes the comuander’s need for flexibility in
bal anci ng the work force against a fluctuating workload and in
assi gni ng personnel to neet unanticipated requirenents.

e. Regular and tinely review of T/O s and personnel staffing
is necessary to maxi mze the effectiveness of our limted nmanpower
resources. The method used to anal yze, evaluate, and coordinate
T/Os is based on a system of structure and occupational field
sponsorship. Adnministrative procedures and actions required are
contained in enclosure (3) to MCO 5311. 1B.

f. The T/ O should accurately reflect a command or activity's
m ssion statenent. The m ssion statenent, therefore, should be
revi ewed for possibl e changes when substantive changes to T/O s
are requested. As a minimm mssion statenents shoul d be updated
every 2 years. Procedures for updating nmission statenents and
instructions for their preparation are contained in enclosure (2)
to MCO 5311. 1B.

g. The capability of the staffing process to react to
constant and widely fluctuating changes is limted. Recruiting,
training, and pronotion plans are devel oped on the basis of a
Marine Corps of a certain formand content at a point in tine.
Variations fromthese plans cannot always be accommpdated in a
rapid manner. Even in those cases where personnel inventory can
satisfy new staffing requirenents, the nornal delay is at |east
6 nont hs between approval of a staffing year T/ O change and arrival
of the first Marines. Planning for future requirenents and using
the out-year T/O s to reflect these requirements ensures tinely
assi gnment of Marines. Mdifications to T/O s that involve
increases in billet totals, grade |levels, and type changes that
have not been approved in the POM process require the identifica-
tion of conpensatory reductions. The conpensation nmust be of the
sane type (i.e., officer for officer, enlisted for enlisted and
civilian for civilian); and nmilitary grades nmust be of equal or
hi gher grade than the desired change. Coordination with CccFld
sponsors nmay be required to insure that requested nodifications to
enlisted MOS's are within the paraneters of the Enlisted MOS G ade
Structure Review.

h. FM- Tables of Organization. An FMF T/O reflects personnel
requi renments for conbat operations based on current concepts of
unit enploynment in wartime and during contingency operations. Any
proposed T/ O nodi fications nust be forwarded to the opposite FMF
Commander when |ike units are involved. The CG MCCDC has primary
responsibility for devel opment and assessnent of MAGTF/ FMF
organi zations and equi pnent, and T/ O changes require the
concurrence of the CG MCCDC.

i. Mobilization Tables of Organization. Mobilization T/Os
are maintained by the CMC (MPC) for all non-FMF conmands and
activities which require augnentati on by Marine Corps personnel
upon nobilization. Responsibility for managi ng and controlling
manpower resources is a collective effort in which HQMC and
conmands/ activities have conplenentary roles. Accurate deter-

m nation of the m ni mum manpower required to performthe assi gned
wartime mssion effectively is the governing principle in devel op-
ment of a non-FMF T/Os. In this regard, commanders of non-FMF
conmands and activities nust identify and request the m nimum
manpower augnentation required to performtheir wartine mssion(s).
Mobi i zation requirements nust realistically reflect the wartine
m ssi on, functions, and workl oad as defined in the Mrine Corps
Mobi i zati on Managenent Pl an (MPLAN) and not i nclude manpower
requi renents for locally generated or assuned m ssions and
functions. MCO 5320.13 provides policy, procedures, and guidance
for devel opi ng and nai ntai ni ng non-FMF T/ O s.
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APPENDI X C

ADM NI STRATI VE NOTES CONCERNI NG PERSONNEL
ADM NI STRATI ON MATTERS

The purpose of this appendix is to provide guidance to RU |l evel administrators on comon problem
areas experienced by field commands in the area of personnel administration. This appendix is
not all inclusive and should not be considered as directive in nature. Use this appendix to
suppl enent procedures set forth in Marine Corps and hi gher headquarters directives and those
unwitten, internally devel oped procedures.

1. CONDUCT AND DUTY PROFI Cl ENCY MARKS

a. Final Average. When conputing final averages for separation and upon pronotion
to sergeant, round conduct and duty proficiency marks up to the nearest tenth. This also applies
when manual | y computing conposite scores for pronotion. See MCO P1400.32 for information on
manual | y conputing conposite scores for pronotion.

b. School Completion (SC) and Transfer (TR) Marks. \Wen the occasion requires the
assi gnnent of SC conduct and duty proficiency marks upon conpletion of formal school and the
Marine is transferred sinultaneously, the TR occasion will take precedence. For personnel who are
assi gned SC marks and are retained pending transfer/reassignment, report the TR marks as NA if
the transfer/ reassignnment occurs wthin 30 days of the SC narks.

(1) Attendees of a Single Formal School. Assign SC narks to personnel
attending a single course of instruction at a formal school that exceeds of 30 cal endar days
upon conpletion of the course. |If the course is 30 cal endar days or |ess, conduct and duty

proficiency marks are assigned at the option of the comander. If the option is exercised,
report/record SC marks on all students conpleting the course.

(2) Attendees of Miultiple Formal Schools. Personnel undergoing nmultiple
courses of instruction (for exanple, Basic Typing followed by the Unit Diary Cerk Course), SC
marks are required only if the prerequisite course(s) exceed(s) 30 days in |ength.

c. Upon Pronotion to Sergeant. Wen the effective date of pronotion to sergeant
falls on the 1st of February and August (for Regul ar Marines) or the 1st of January (for Reserve
Marines) the PR conduct and duty proficiency marks will take precedence over the sem annual/
annual markings requirement. |In these particular cases, do not report/record the sem annual/
annual marki ngs.

d. Qccasion Coincides with the Sem annual / Annual Marking Period. Wen the
effective date for a reporting occasion falls on 31 January, 31 July, or 31 Decenber (sem annual/
annual marki ng periods).

e. Renoval of Reduction Markings Upon Restoration of Grade and Assi gnnent of
Oiginal Date of Rank. Renoval of reduction markings nust be done when the original grade and
the original date of rank are restored by the act of setting aside an NJP, or when restoration of
the date of rank is specified as part of suspending, mitigating, or remtting of a reduction from
NJP. The act of suspending, nitigating, or remtting an executed reduction will cause the grade
to be restored, but the date of rank will be the date of action by the officer authorized to take
action, except where the officer specifically directs otherwi se in especially deserving cases.
Only the act of setting aside an NJP after a reduction was executed autonmatically restores the
original date of rank along with the restoration of grade. The follow ng scenario is provided:

"Lance Corporal Marine was the subject of NJP on 13 January
1987 and was awarded a reduction to private first class and 30 days
restriction. Reduction conduct and duty proficiency marks of 2.9
and 4.6, respectively, were assigned and were reported on the unit
diary. On 9 Mar 1987, the battalion comuander restored Private
First Class Marine to the grade of Lance Corporal by setting aside
the NJP."

When a Marine is reduced at NJP and there is a subsequent
restoration of grade per MCO P5800.8C, and the original date of
rank is restored, the conduct and duty proficiency marks awarded
upon the reduction beconme invalid. The restoration of the grade
back to the original date of rank nullifies the reduction.

When a Marine is reduced at NJP and there is a subsequent
restoration of grade, but the original date of rank is not
restored, the reduction conduct and duty proficiency marks renain
val i d.

(1) Inreferring to the above scenario, the follow ng adm nistrative action
shoul d take place when a Marine is reduced at NJP and at a later date is restored to original
grade and original date of rank:

(a) Delete the RD conduct and duty proficiency marking fromthe Record of
Service (ROS).

(b) Acconplish unit diary action per paragraphs 5025 (del ete as erroneous
the RD marks) and 5129 (restoration of grade) of MCO P1080.40, MCTFSPRI M

(c) Appropriate page 12 entries are nade to indicate action taken with
regard to the restoration of grade and date of rank.
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(2) If the NJP resulted in other punishnent being awarded,
and any portion of that punishment is |eft standing, then the next
set of conduct and duty proficiency marks would reflect the
imposition of the NJP, i.e., sem annual/annual, transfer, etc.

f. Assignment of Conduct Marks (Senmi annual, Transfer, etc.)
Foll owi ng a Reduction in Grade at NJP. Wen a Marine receives a
reduction at NJP, conduct marks in the 2.0 - 2.9 range are nornal ly
assigned. |If the reduction takes place | ess than 30 days prior to
the requirenent for assignnent of sem annual/annual, transfer, or
anot her marking period, the marks for that occasion will be NA
If the reduction takes place nore than 30 days prior to the
requi renent for assignnent of sem annual/annual, transfer or other
marks, the marks will be based upon the Marine's perfornmance in
current grade only. The fact that the Marine received a NJP during
the semni annual / annual marki ng period, for exanple, becomes noot as
the reduction marks al so cover the awarding of NJP. The follow ng
scenario is provided for clarity:

"Lance Corporal Marine receives NJP on 21 February 1992 and is
awar ded a reduction to Private First Cass effective 21 February
1992. RD marks are reported with an effective date of 20 February
1992 (the day prior to the effective date of reduction). During
the period 21 February to 31 July 1992, Private First C ass
Marine's performance and conduct are exenplary. The sem annual
mar ks assigned should reflect Private First Class Marine's
performance and conduct only since his reduction to current grade.
(Marks are not assigned based upon a reduction/ NJP as these events
occurred when Marine was a Lance Corporal and marks have al ready
been assigned for those events)."

2. MEDI CAL WARNI NG TAGS. The nedical warning tag will be prepared
by Marine Corps conmands only when directed by the Marine's

attendi ng medi cal or dental officer. NAVMEDCOM NST 6150.2 and
MCO P1070. 12H, paragraphs 7002 and 7005. 3, apply.

3. | DENTI FI CATI ON TAGS (I D TAGS). When correctly prepared, the
IDtag, with the hole to the user’s left, is readable only fromthe
snmooth side of the tag. Refer to paragraph 7000.4 of MCO P1070. 12H
concerning | D tags prepared by the recruit depots.

a. Marine Corps Personnel. |Dtags shall be prepared as
outlined in MCO P1070. 12H, chapter 7. The religion information is
changeabl e, based on the personal preference of the Marine, and nay
not match the acceptance appoi ntnent and record, the ol der types of
the enlistment contract, or the DD Form 1966. However, the
religion information nust agree with the religion data contained on
the autonmated records.

b. Navy Personnel. IDtags for U S. Navy personnel attached
to Marine Corps commands shall be prepared as required by the Naval
Mlitary Personnel Manual (M LPERSMAN), Article 4610150.4. To
assi st Marine Corps commands, the following is extracted from
M LPERSMAN, Articles 4610150. 4a through 4610150. 4c:

"a. First line: Beginning with the first space, record
the name of the wearer, last nanme, first name, and mddle initial;
e.g., DOE, John R When the space provided for the first line is
insufficient to enboss the nane as prescribed above, the first
line shall contain the last name only. The first name and niddle
initial will be placed on the second |ine.

"b. Third line: Beginning with the first space, record
the mlitary personnel identification number (SSN). Beginning with
the tenth space, record the letters "USN' regardl ess of whether
regul ar or reservist. Beginning with the fourteenth space, record
the bl ood type and RH factor.

"c. Fifthline: Beginning with the first space, record
the religious preference of the wearer. Show any religion or
faith group designated by the wearer. |f possible, spell out the
preference. For exanple, Assenbly of God, Baptist, Church of God,
Eastern Orthodox, House of David, Othodox Jew, Protestant, Roman
Catholic, etc. Oherw se, use meani ngful contractions or
abbrevi ations. "

4. COVPARI SON OF NAVY AND MARI NE CORPS SERVI CE RECORD BOOK PAGES.
A nunber of Navy directives refer to or require the recordi ng of
data in the Marine Corps service record. In the substitution of
Navy to Marine Corps SRB pages, the limted famliarization with
the two records has, on occasion, been inaccurate. For exanple,
COPNAVI NST 4790. 2C, volune |11, paragraph 3914.c(2), conpares the
page 4 of the Navy service record to the page 11 of the Marine
Corps SRB. The courses contained in figure 3-9-22 of the

CPNAVI NST shoul d be placed on the page 8a of the Mrine Corps SRB,
not on the page 11. |Issuance of the G ound Support Equi pment (GSE)
operator’s license is not an authorized entry for the page 11 of
the Marine Corps SRB. OPNAV Form 4790/12 is used to reflect the
license(s) or certification/recertification of aviation support
equi pnent of which a Marine is authorized to operate. Miintain
the current OPNAV 4790/ 12, certified by the Quality Assurance
Oficer, on the docunent side of the SRB. Use the information
provi ded bel ow to conpare pages of the Navy enlisted service record
with those contained in the Marine Corps enlisted service record.
Information relative to the service records of Naval officers is
contained in Article 5030160, of the M LPERSMAN. See M LPERSMAN,
Article 5030200. 7, concerning docunents in the Navy enlisted
service record.
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NAVY
NAVPERS 1070/ 600

Enli st ment/ Reenl i st nent
Docunent - - Armed Forces of
US (DD Form4) with
Annex(es), when applicable

CORRESPONDI NG MARI NE
CORPS PAGE( S)

NAVMC 118a

Enli st ment/ Reenl i st nent
Docunent - - Armed Forces of
the United States (DD Form
4) with Annex(es), when

applicabl e

| mredi at e Reenl i st nent
Contract (NAVPERS 1070/ 601)

Agreement to Extend
Enli stment (NAVPERS 1070/ 621)

Assignment to Recal |
Ext ended Active Duty
(NAVPERS 1070/ 622)

or

Dependency Application/ Record
of Emergency Data ( NAVPERS
1070/ 602) and/ or Record of
Emer gency Data (DD Form 93)

Dependency Status Action,
NAVCOWPT 3072

Servicemen’s Group Life
I nsurance El ection and
Certificate (SGV 8286)

Enlisted O assification
Record ( NAVPERS 1070/ 603)

Enlisted Qualifications
H story (NAVPERS 1070/ 604)

H story of Assignnments
(NAVPERS 1070/ 605)

Record of Unauthorized
Absence (NAVPERS 1070/ 606)

Court Menor andum ( NAVPERS
1070/ 607)

Enli sted Perfornmance Record
( NAVPERS 1070/ 609)

Adm ni strative Renmarks
( NAVPERS 1070/ 613)

Record of Discharge for the
U. S. Naval Reserve (Ilnactive)
(NAVPERS 1070/ 614)

Certificate of Rel ease or
Di scharge from Active Duty
(DD Form 214)

Enli st ment/ Reenl i st nent
Docunent - - Armed Forces of
the United States (DD Form 4)

Agreenment to Extend
Enlistment (1133) (NAVMC
321a) (This docunent is
filed on top of the DD Form
4 when initiated.)

None. Chronol ogi cal Record
(NAVMC 118(3)) entries
required (1 day IRR nuster
for Reserves not required)

The Record of Energency Data
(conput er-generated) is
filed as the second to the

| ast page of the SRB. The
The Dependency Application
(NAVMC 10922) is filed on

t he docunment side of the SRB.

None.

Servicemen’s Group Life

I nsurance El ection (SGI)
(SGLV 8286). Filed as

| ast page on the standard
page side of the SRB.

None. Portions of Mlitary
and Civilian Cccupational
Speci alti es, Education

Cour ses; Techni cal Training
and Tests Conpl eted ( NAVMC
118(8a)).

Portions of NAVMC 118(8a)
and Conbat Hi story -

Expedi tions - Awards Record
(NAVMC 118(9)). (Al so see
reference to OPNAV Form
4790/ 12, above.)

Chr onol ogi cal
118(3))

Record ( NAVMC

Portions of O fenses and
Puni shrents (NAVMC 118(12))

Portions of NAVMC 118(12),
Report of Conviction by
Court-Martial (NAVMC
118(13)) and Suppl ementary
Record of Conviction by
Court-Martial (NAVMC
118(13A)).

Record of Service (RCS)
(conput er - gener at ed) .

Portions of NAVMC 118(3),
NAVMC 118(11), and
NAVMC 118(12).

None. NAVMC 118(3) entry
requi red upon di scharge.

None. (Marines who reenlisted
prior to Cctober 1986 and
prior service Marines wll
have copies of the DD Form
214 filed on the docunent
side of the SRB.)
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5.  ARRANGEMENT OF FORMs ON DOCUMENT SI DE OF FI ELD SERVI CE RECORDS
MCO P1070. 12H, paragraphs 3001.3 and 4001. 2c, require sequentia

pl acement of certain docunents in the field service record. The
remai nder of the forms listed in these paragraphs are in a
reconmended (but not nmandatory) filing sequence. The recomended
filing sequence allows the clerk to becone fanmliar with an
establ i shed order for the various forns which enhances the
detection of mi ssing docunments when auditing the service record
Admi ni strative sections having custody of field service records
shoul d establish an internal sequence for any docunents not |isted
in MCO P1070.12. Figure 3-3 also includes the reconmended (but not
mandat ory) sequential filing order for docunents which can be used
during the auditing of field service records.

NOTE: Adm ni strative personnel should be aware that other forns
are required to be filed on the docunent side of the
service record which are not listed in MCO P1070. 12
These forns are normally maintained tenporarily, based on
particul ar occasion or the current status of the Marine.
For exanpl e, MCO P4050.38B, paragraph 0905.1 requires the
filing of the NAVMC 10154 while the Marine is in an
unaut hori zed absence status. MCO P10120. 28F, paragraph
2302 requires the filing of the NAVYMC 631 or 631la on the
docunent side of the service record

6. LEAVE ACCOUNTING Maintain the original NAVMC 3 (Leave

Aut hori zation) in the issuing command’ s correspondence files for a
period of 2 years as stated in MCO P1050.3 vice 6 nonths as

requi red by SECNAVI NST 5212.5. A forthcom ng revision to

SECNAVI NST 5212.5 will contain the authority for the 2-year
retention. Wen preparing file folders, cite SECNAVI NST 5212. 5C
Part 111, Chapter 1, paragraph 1000. 3(b) on the disposa
instructions |abel vice paragraph 1050(1). The original NAVMC 3's
should be filed by return date on a cal endar year basis.

7. COVPUTATI ON OF RECORD OF SERVI CE DATA (BLOCK 12) ON THE DD
FORM 214. The follow ng procedure is used to conpute the data for
bl ock 12.

EXAMPLE
is arrived at by: 86 02 14
- 83 02 15
02 11 29

+ 01 (for inclusive dates)

02 11 30 = 03 00 00 - Block 12c data

a. Exception. The conputation of the data for item 12g is an
exception to the above procedure. The sea service is conputed
usi ng the 30-day basis as prescribed in paragraph 5014 of MCO
P1080. 40 (MCTFSPRI M) .

(1) When separating Marines on the first enlistnent, the
career sea pay data on the | atest | eave and earni ngs statenent
(LES) may be used for this block provided there has been no
accumul ati on of sea service time since publication of the LES

(2) When separating Marines on the second and subsequent
enlistnment, the data on the LES cannot be transcribed to block 12g
of the DD Form 214, as the information on the LES represents a
total career history of sea pay data; whereas the DD Form 214
reflects the sea service accunul ated only during the current period
of service. However, the LES may be used to determ ne the sea
service time accunmul ated during the current period of service by
using the follow ng procedure.

EXAMPLE: LES reflects total career sea pay data as: 02 years
04 months, and 03 days. The DD Form 214 issued upon
separation from previous period of active service has
"01 07 09" entered in block 12g. To determ ne sea
service perfornmed during the current period of
service, use the follow ng procedure

02 04 03
- 01 07 09
08 24 = sea service during

current period of service*

* Include any period of sea service recently performed which is
not reflected on the | atest LES when conputing this data
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8. SERVI CEMEN S GROUP LI FE | NSURANCE (SGLI) ELECTION FORM  The
unit conmmander or designated representative will counsel individua
Marines on SG.I who are being processed for enlistnent, reenlist-
ment, induction, assignnent to active duty, active duty for
training, inactive duty for training, or when a break in service
occurs. Counseling entries will not be made on page 11 of the
SRB/ OQR regardi ng SG.I el ection

a. The Marine should review his/her SG.I election form any
tinme a status changes, i.e., narriage, divorce, death of spouse;
or as part of admi nistrative procedures when applying for BAQ
COVRATS, dependent identification cards, etc.

b. The Marine nmay designate any person, firm corporation, or
| egal entity (including the Marine’'s estate), individually or as
trustee, as the beneficiary(ies) to receive SGI. The Marine nay
not make a "By Law' el ection

c. Wien a Marine is survived by a dependent (spouse or
children) or parents and designates sonme other person or entity as
beneficiary, the unit comrander or representative will counsel the
i ndividual. The unit conmander or representative will explain to
the Marine that SA.I was specifically designated to provide
security for the dependents or parents. The Marine should be
encouraged to designate such as beneficiaries. After counseling,
if the Marine continues to desire an unusual designation, a
stat ement shoul d be prepared for the Marine’s signature reading,

"I have been counsel ed about designation of an unusual beneficiary."
This statenent will be placed in the Marine’'s personnel file along
with the SG.I election formas a matter of record.

d. Wien a Marine is not survived by the designated beneficiary
or contingent beneficiary (if elected), SGI wll be paid under
Title 38 U.S.C. in the follow ng order of precedence:

(1) Surviving spouse, if none;

(2) Surviving child(ren) and the descendants of deceased
children by representation, if none;

(3) Surviving parents of the Marine, if none;

(4) A duly appointed executor or admnistrator of the
insured Marine's estate, if none;

(5) O her next of kin, per the laws of the state wherein
the Marines domciled at the tine of death.

e. Listing of beneficiary(ies) on the Record of Energency
Data (RED) does not constitute a designation of beneficiary for
SG.lI. Likew se, the execution of a last will and testanment cannot
change the SA.I beneficiary designated on the SG.I election form

f. No pen changes are authorized on the SG.I election form
A new SCLI election formnust be conpleted every tinme a change is
made.

g. Distribution of the SAI election formunder MO P1741. 8,
Governnent Life Insurance Manual, will be nade as follows: Copy 1
will be placed in the SRB/OQR;, Copy 2 to the nmenber; and Copy 3
will be nailed to the CMC (MVBB-20), HOMC, Quantico, VA 22134-0001
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PAY ENTRY

MCAP

BASE DATE (PEBD). On 1 January 1985, the DoD changed

the nethod of conputing tinme served in the Delayed Entry Program
(DEP) for pay purposes. This change was directed prinarily to

nitial enlist

ees (first term Marines), however in sone cases, it

may affect the PEBD as established during the accession process.
(See Appendix D for PEBD conputation table for the Marine Corps

Reserve.)

| COWPUTATI ON OF PAY ENTRY BASE DATE FOR ENLI STED MARI NES OF THE
[ REGULAR COVPONENT |

I I
| R A I B I c I
| U] I I I

L |If the individual|and is placed inthe |[then the PEBDis |

| E | | Del ay Entry Program | |
I | ( DEP) I I
| ___| I I I
| |enlisted prior toland is on initial | the sane as the date|
| | 1 Jan 1985 in any|enli st nent | of enlistment |
| 1 |branch of the | | |
| Armed Forces | | (See Note 1) |
| ___| I I I
[ | enlisted on or | | the same as the date
| |after 1 Jan 1985 | | assigned to active
| 2 |in any branch of | | duty
| | the Armed Forces | | (See Note 2) |
I I I I
| | reenlisted prior |and the individual | the sane as the date
| |to 1 Jan 1985 in |has obligated service |of original entry in
| 3|]theregular or |remainingfrom | t he Armed For ces [

|
I
| |[frominitial enlist- |exclude the period

5 | | ment expires before | i medi ately foll ow
| | assignment to active |ing the expiration
| | duty |of initial obliga-
| [ [tion to the day
| [ | prior to assignnent
| [ |[to active duty
| I I

NOTES:

1

| reserve component | previ ous enli stnent

| of any br

| the Arnmed Forces

anch of |

|reen|isted on or |and obligated service
|after 1 Jan 1985 |from previous

4 |in the regular or|enlistnment has not
| reserve component|expired prior to
| of any branch of |reassignment to active
| the Armed Forces |duty

| and obligated service |reconputed to

For those

i ndividuals enlisting and entering the DEP prior to

1 January 1985 all DEP tinme is creditable including any DEP period

after

1 January 1985.

2.

(

EXCEPTION: On rare occasions enlistment contracts are

termnated at no fault of the individual; i.e., |
initial programenlisted for is no |onger avail abl e,
recruiter error(s) ininitial contract, etc. These
contracts are i Mmmedi ately renegoti ated at the |
conveni ence of the Governnent and all ow the |
i ndividual to receive credit for the tine spent in
the DEP prior to 1 Jan 1985. Docunentation of this
situation is on the DD Form 1966 and bl ock 7b of the
DD Form 4.

I ndi vidual s discharged fromthe DEP prior to 1 January 1985

humani t ari an,

tenporary nedical problens, etc.) and reenter after

1 January 1985 do not receive credit for any previous DEP tine.
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10. PAY CHECKS/ CURRENCY HELD BY THE ADM NI STRATI VE OFFI CE.
Undel i vered checks, paid travel vouchers, cash, and other val uabl es
whi ch are held by the conmmandi ng officer (normally in custody of
the administrative officer) require the use of Class 1 or Cass 5
type contai ners when nmintaining such negoti abl e docunents.

Nonconpl i ance with the above instructions may result in

di screpanci es when inspected by the CE | GUJ MCAAT i nspection/
analysis teans. Refer to the Navy Conptroller Manual, Vol une 4,
Chapter 2, paragraphs 042351.6 and 042351.7 for determ nation of
aut hori zed storage contai ners.

11. DI SCHARGE OR RETI REMENT OF LI M TED DUTY OFFI CERS (LDO S).

LDO s that were appointed to second lieutenant fromthe enlisted
ranks (1976 and earlier years) underwent only a change of status.
These officers were not issued the DD Form 214 nor the DD Form 256
at the tine the tenporary appoi ntnent was accepted. These officers
al so retain a permanent enlisted grade for the duration of the
conmi ssi oned service, or if an appointnent to the Warrant ranks

was attained while serving as an LDO, it also was a status change,
with no discharge effected. Upon discharge, retirenent or

transfer to the Fleet Marine Corps Reserve (FMCR), the DD Form 214
and separation voucher nust cover the entire period of service from
the date of the Marine's |ast reenlistnment, not just the service as
an officer. The type of appointment may be determi ned by view ng
the officer’s NAVMC 763 (Acceptance Appoi ntment and Record).
Consult the initial NAVMC 763 on the docunent side of the OQR on
the officers who have accepted an appointnent to warrant officer
whil e serving as an LDO

12. MOST COMMON ERRORS DETECTED DURI NG MCAAT | NSPECTI ONS. The
followi ng adm nistrative areas continuously appear as areas

cont ai ni ng di screpanci es during MCAAT inspections. Listed are the
nmost conmon errors detected under a general topic. Administrators
shoul d use this information not only when preparing for an

i nspection, but during everyday adm nistrative functions.

a. Basic Allowance for Subsistence (BAS). (Ref: DODPM Part
3, Chap. 1; MCO 10110.14L; MCTFSPRIM par. 5009.)

(1) Not crediting TAD rations to the accounts of Marines
for periods of eligible TAD away fromthe PDS. This includes
per m ssi ve TAD.

(2) Reporting incorrect times and dates for comencenent/
term nation of subsistence allowances. Information reported did
not correspond with the Marines’ itinerary. These errors were
identified for periods of individual TAD, field exercises, and
moverment of UDP units (main body and advance party). These errors
i ncl uded:

(a) Group Travel: Checking BAS for officers or not
checking ConRats for enlisted personnel.

(b) Field Duty: Not checking BAS for officers or
ConRats for enlisted personnel.

(c) Sea Duty: Not checking ConRats for enlisted
personnel for periods spent aboard ship.

(3) Not or incorrectly reporting TAD rations for enlisted
per sonnel assigned overseas for travel to and from emergency | eave
and 15 day special (i ncentive) |eave in CONUS.

(4) Retroactive approval of ConmRats. ConRats may be
approved verbally, however, this nust be followed up in witing
within three working days.

(5) Reporting incorrect times and dates for comencenent
of BAS entitlements when authorized fromthe tine and date of
reporting to the new PDS or times and dates did not match ConRats
application. BAS entitlements were started at 0701, rather than
the required tine of 0700, when Marines reported to the comrand at
a neal tine (i.e. 0700, 1200, or 1800).

(6) Marines were not receiving continuous ConRats credit
for interbase transfers when ConRats were authorized at the
previ ous conmand.

(7) Failing to require personnel to reapply for ConRats
after executing reassignnent orders to a new PDS (i.e., from Canp
Courtney to Canp Foster). |In these cases ConRats were either
erroneously allowed to continue or restarted wi thout proper
approval at the new PDS.

(8) Failure to subnmit travel vouchers for travel rations
on personnel who received Permmanent Change of Assignnment (PCA)
orders fromone PDS to another. These Marines are nissing
entitlements fromthe tine the system stops ConRats based on the
transfer entry and until the new command restarts ConRats based on
the new ConRats application. Although there is no entitlenments to
per diem the entitlenent to travel rations exists.

(9) Failing to check BAS/ ConRats for active duty personnel
participating in field duty during drill weekends with the reserves.
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(10) Failing to credit TAD rations for enlisted personnel who were required to
procure neals during a group travel or field duty status after they becanme entitled to per diem
Important Tinmes and Dates: The following tines and dates re inportant and must be known to
determine a Marine's proper entitlenent to a nonetary subsistence all owance.

(a) Tine and date Marine departs PDS in group travel status.
(b) Tine and date Marine enbarks aboard a naval vessel.
(c) Tine and date Marine di senbarks a naval vessel.

(d) Tine and date Marine arrives at deploynent site and enters field duty status.
(e) Tine and date Marine departs deploynent site and enters group travel status.
(f) Tine and date Marine returns to PDS.

ConRats. Enlisted Marines in a Group Travel or Field Duty status are not entitled to
a nonetary subsistence allowance. ConRats terminate on all enlisted Marines when they depart
their pernanent duty station in a group travel status. This should not be confused with when a
nmenber receives his orders. The followi ng exanples are provided:

Exanple 1: A group, of Marines, is ordered from 9t hEngr Spt Bn, Canp Hansen to
participate in a deployment with CSSD-35 in the Philippines. They received their orders at 1600
on 15 June 1993, but do not depart Canp Hansen until 0830 on 16 June 1993,. ConRats should be
stopped at 0829, 16 June 1993, because the Marines entered a group travel status effective at
0830. Group travel status term nated at 2400, on the date of arrival at the tenporary duty
| ocation. Upon departing the tenporary duty |ocation, group travel status comences at 0001, on
the day of departure and term nates at hour of return to the PDS. (Ref: JFTR par. UW4002)

Exanple 2: A group, of Marines, is ordered from 9thMIBn, Canp Foster, to
participate in a deploynent with BSSG9. The Marines received their orders at 1630 on 6
Novenber 1993. From 7 Novenber 1993 to 20 Novenber 1993 these Marines are required to work at
Canp Kinser for BSSG 9 but are not attached. They are required to conmute daily to and from
their residence. At 0600 on 21 Novenber 1993, these Marines depart Canp Foster in a group
travel status and join BSSG 9 at Wiite Beach where they enbark aboard a naval vessel. ConRats
shoul d be stopped at 0559, when they entered a group travel status at 0600.

Field Duty Rations (Officers). Oficers entitled to basic pay are entitled to BAS at
all times. \When officers deploy and enter a field duty status they nust be checked for field
duty rations. This is acconplished by starting field rations on the unit diary. This shoul d not
be done until the officer reaches the deploynent site and enters a field duty status. Field
duty rations should not be started while an officer is in a group travel status or enbarked
aboard ship. The follow ng exanpl es are provided:

Exanple 1: An officer departs Canp Hansen at 1030 on January 2, 1993 in a group
travel status to the Philippines for duty with CSSD-35. Menber arrives in the Philippines and
enters a field duty status at 1645 on 4 January 1993. Field duty rations should be started at
1645 on 4 January 1993.

Exanple 2: An officer is deployed to the Philippines in a field duty status
enbar ks aboard ship at 1100 on 6 January 1993 for transportation back to Okinawa. The ship
arrives in inawa on 13 January 1993, and the officer disenbarks at 1430 on 13 January 1993.
Field duty rations should be stopped at 1100 on 6 January 1993 as this is when the officer was
no longer in a field duty status.

b. Basic Allowance for Quarters. (Ref: DODFMR Part 3, Chap 2; MCTFSPRI M par.
5008; MCO P1751. 3)

(1) Changing BAQ fromthe "with dependents"” rate to the "w thout dependents”
rate on the date of final divorce rather than the day after.

(2) Changing BAQ fromthe "partial" rate to the "without dependents" rate on
the join date rather than the date of reporting when adequate government quarters were not
avai | abl e and i nadequate quarters were not assigned.

(3) Not detecting during the join audit, BAQ that was inproperly withheld
when quarters assignnment at the previ ous permanent duty station (PDS) was term nated on a date
after the Marine and his dependents physically departed the PDS incident to a pernmanent change
of station.

(4) Failing to start BAQ Omn-Right for single Marines departing on term nal
| eave. Since these Marines nust vacate the barracks prior to departure on term nal |eave, they
are entitled to BAQ Om-Ri ght effective the day they vacated the barracks.

(5) Failing to submit NAVMC 11116 to di sbursing to inmedi ately recoup advance
BAQ and VHA when nenbers change residences or nove into governnment quarters.

(6) Failing to report BAQ-difference on Mari nes who becane entitled to BAQ
solely for child support on or after 5 Decenber 1991.
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(7) Failing to report BAQ Om-Right for single Mrines
who reside in tenporary governnent quarters (less than 30 days
occupancy) upon reporting to a new PDS.

(8) Failing to report BAQ Om-Right for single Mrines
who resided in the JRC at Canp Foster and were subsequently
assigned to duties at another canp on Cki nawa.

(9) Erroneously reporting BAQ Om-Ri ght for single Marines
who resided in the JRC at the permanent duty station and were
subsequent |y assigned to single-type governnent quarters on the
sane installation.

(10) Failing to reduce BAQ Child to BAQ Difference for
Mari nes who were approved BAQ for dependent children (fornerly
known as illegitimate children) by CMC from5 Decenber 1991 to
26 Novenber 1992. |In these cases, CMC reported BAQ Child on all
cases, but when the Marine does not have custody, he is only
entitled to BAQ Difference.

(11) Using an incorrect start date for the commencenent of
governnment quarters deduction. The date either did not match the
form or else the anticipated nove-in date was used vice the actual
date the Marine received the keys when using the Air Force form

(12) Failing to have quarters’ docunments on file.

(13) Failing to acconplish annual BAQ certifications or
using incorrect dates during required annual LES audits.

(14) Failing to require the Marine to docunent support and
paternity for BAQ (dependent child, fornmerly known as illegitinmate
child) approved by the |ocal Commander after 26 Novenber 1993. |In
these cases, the Marine nmust provide this docunmentation for the
conmand to determine the correct start date for BAQ (Child or
Di fference).

(15) Failing to change a Marine’'s BAQ qualifier fromChild
to BAQ Owmn Right plus BAQ Difference during the required annual
audits in cal endar year 1993. In these cases, since the Marine is
not "grandfathered" for BAQ Child, the BAQ qualifier needs to be
changed to precl ude overpaynent in the event he is assigned to
single type governnent quarters in the future.

c. Variable Housing Allowance. (Ref: JFTR Chap 8;
MCTFSPRI M PAR. 5162; ASPM Chap 3, Section 7. and Appendi x J,
Part A; SECNAVI NST 7220.82; |IRAM pars. 3001.3(k) and 4001.2c(12).)

(1) Reporting join dates effective on a date other than
the day after the Marine physically reports for duty under PCS
orders resulting in the system changing the VHA the new PDS rate
on an incorrect date.

(2) Reporting incorrect data elenents (i.e., zip codes,
total expenses, nunber of sharers, dependent qualifiers).

(3) Erroneously allowing VHA to continue when Marines no
| onger had housi ng expenses.

(4) Failing to report VHA on the unit diary when a Marine
provi ded housi ng expenses and conpl eted the VHA certification.

(5) Not reporting interimVHA for the period after a
Marine reported aboard until he either incurred permanent housing
expenses or 60 days had el apsed, whichever occurred first. This
i ncluded Marines without dependents who tenporarily occupied
governnent quarters and were entitled to BAQ Own-Ri ght.

(6) Erroneously reporting VHA at the dependents zip code
with an effective date prior to the date the Marines reported for
duty at an overseas conmmand or reporting VHA with offset effective
the date the | ease was signed when it was prior t the date the
Marine reported for duty. 1In these cases, the Marine is entitled
to VHA without offset at the old PDS rate until the date prior to
the date of reporting.

(7) Reporting incorrect dates to stop VHA for Marines on
unacconpani ed orders whose dependents established permanent
residence in Okinawa. The proper effective date to stop VHA is
the day prior to the date the dependents left the states or the
day housi ng expenses terninated, whichever is earlier.

(8) Not crediting VHA wi thout offset to the accounts of
Mari nes who vacated their permanent residence, and occupied
tenporary residence within a 60 day period prior to transfer from
their old PDS or Separation. This also applies to single nmenbers
who depart on separation | eave and vacate the barracks.

(9) Using incorrect effective dates (date of divorce vice
following day) to change VHA to the | esser own right rate when
Marines were divorced.

(10) Not detecting and crediting VHA w thout offset for
Marines in the accession pipeline whose VHA stopped prior to
reporting to their first permanent duty station.
NOTE 1: Marines in the accession pipeline on and after 1 June
1994 nust docunent housi ng expenses to be entitled to VHA
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(11) VHA applications were not naintained on file in the
service record until properly cleared by the annual LES.

(12) Failing to acconplish annual VHA certifications
during the Annual LES audit.

(13) Failing to term nate VHA when Marines changed
resi dence but failed to docunent housing expenses.

(14) Failing to report VHA with dependents when a Marine
acqui red dependents enroute to a new PDS.

d. Dependent Dental Plan. (Ref: DODFMR Part 7, Chap 11;
DOD Directive 6410.3; MCTFSPRIM Par. 5046; | RAM pars. 3001.3qg and
4001. 2c(18).)

(1) Not reporting DDP deductions when Marines had nade
witten application to participate.

(2) Incorrect coverage (i.e., single plan vice famly
pl an).

(3) Starting DDP deductions on a date other than the first
day of the nmonth in which Marines made witten application to
participate in the program

(4) Stopping DDP deductions on a date other than the | ast
day of the nonth prior to the month in which Marines nade witten
application to term nate coverage.

(5) Stopping DDP deductions prior to Marines conpleting
24 nonths enrollment in the program and not otherwise eligible to
term nate participation.

(6) Reporting incorrect dates to change the prem um
deduction fromsingle to family rate when co-1ocated dependent
children attained age four. The effective dates for change
should be the first day of the nonth in which the child attained
age four.

(7) Not or incorrectly term nating DDP for Marines whose
dependents resided overseas. DDP should be term nated by unit
diary with an effective date of the end of the nonth prior to the
mont h all dependents arrive overseas.

(8) Reporting incorrect stop dates when Marines |ose
dependents due to divorce. DDP should be terminated by unit diary
with an effective date of the end of the nonth prior to the nonth
of divorce.

(9) DD Form 2429 was not on file in the service record.

(10) Erroneously termnating DDP coverage with an
ef fective date other than 28 February 1993 for Marines who el ected
not to enroll their dependents from1l March 1993 to 31 July 1993.

(11) Erroneously reporting DDP coverage for Marines who
did not neet the mnimmrequirenment to have two years of obligated
service remaining and did not intend to remain on active duty.

(12) Failing to re-report a Marine's DDP el ection on the
unit diary when the DDP coverage was rejected due to the |ack of
dependent information in the MCTFS.

Exanpl es. The foll ow ng exanples should help in clarifying the
above procedures:

(a) A Marine enrolled in DDP at the single dependent
rate has a child that reaches four years of age on 25 July 1993.
Ef fective date to change premumfromsingle to fanmly planis 1
July 1993. Regardl ess of when the Marine conpletes and submits
application.

(b) A Marine enrolled in DDP gets divorced on 15 June
1993. The Marine has no dependent children. The Marine conpletes
a new DD Form 2494 dropping the dependent spouse on 25 August 1993.
The effective date to stop DDP is 31 May 1995.

(c) A Marine that has conpleted the mninumenroll -
ment period conpletes a DD Form 2494 requesting disenrol |l nent on
25 Septenber 1992. The effective date to stop DDP is 31 August
1992. Menber who el ected DDP coverage at the rates in effect on
and after 1 March 1993 has a new 24 nonth m ni num enrol | nent period
and won't be eligible to disenroll until 28 February 1995.

(d) A Marine enrolled in DDP arrives on Ckinawa w th
al | dependents on 6 Novenber 1993. Marine and dependents now
reside in an area not covered by DDP. Mari ne conpl etes and
submts a DD Form 2494 to stop DDP on 13 Decenber 1993. The
Marine’ s DDP deduction shoul d be stopped on the unit diary with
effective date of 31 October 1993 (the last day of the nonth prior
to the dependents arrival) regardl ess of when a new DD Form 2494
is submtted.

(e) A Marine enrolled in DDP arrives on Cki nawa for
an unacconpani ed tour on 16 June 1993. Menber’s spouse (nenber’s
only dependent) arrives on 20 August 1993 with intent to renmain
for the duration of menmber’s tour. Marine's spouse has established
a residence in area not covered by DDP. Marine's DDP should be
termnated with effective date 31 July 1993.
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(f) A Marine was autonmmtically enrolled in DDP
effective 1 March 1993. On 28 July 1993, be subnits a DD Form 2494
sayi ng he declines coverage (and that the program hasn’'t been
utilized since 1 March 1993). The Marine's DDP deduction shoul d
be stopped on the unit diary with effective date of 28 February
1993 (so no deductions at the higher rates will be made).

e. Famly Separation Allowance. (Ref: DODFMR Part 3, Chap
3; MCTFSPRIM par 5064; |RAM pars. 3001.3g and 4001. 2c(7).)

(1) Incorrectly conputing constructive start and stop
dates for FSA-R

(2) Crediting FSA-T for periods of TAD of |ess than 30
days. Not crediting FSA-T for periods of TAD of nore than 30 days.
Starting and stopping FSA-T on incorrect dates for eligible periods
of TAD when | eave was taken enroute to/fromthe TAD site.

(3) Reporting incorrect stop dates for Marines on
unacconpani ed orders when their dependents departed CONUS and
establ i shed a pernmanent residence in kinawa. The proper effective
date to stop FSA is the day prior to the date dependents arrive in
i nawa.

(4) Not starting or crediting FSA-R fromthe date Marines
acquired eligible dependents through the day prior to the
dependents arrival at the pernmanent station when Marines acquired
the dependents subsequent to reporting for duty, naking the
dependents ineligible for government transportation to the present
per manent duty station.

(5) Erroneously starting FSA to Marines narried enroute
(other than to unacconpani ed tours) when Marines were narried after
transfer but prior to the effective date of their PCS orders.

(6) Crediting FSA to the accounts of Marines who had no
el i gi bl e dependents (i.e., active duty spouse).

(7) Failing to stop FSA-R 60 days after approval of a
tour conversion and dependents are not at overseas duty station.

(8) Failing to credit FSA to Marines whose active duty
spouses are claimng the children for BAQ purposes during eligible
periods of TAD and PCS.

(9) Failing to credit FSA-1 to geographic bachel ors
assi gned unacconpani ed tours overseas who had declined acceptance
of inadequate governnent quarters and adequate governnent quarters
were not avail abl e.

Conput ati on of periods of nore than 30 days:

a. FSA-T. Credit for FSA-T may not be made until the menber
has been on TDY continuously for nore than 30 days. Conpute this
period as foll ows:

(1) First determne the time frane to see whether a Marine
has met the over 30 consecutive day requirenent. Count the actual
nunber of cal endar days the Marine was TAD or TDY at the tenporary
duty station, to include day of departure and the day of return.
After doing this, if you cone up with 31 days or nore then you nust
determ ne the amount of FSA-T payabl e.

Exanpl e 1: Mor departs TAD 930105 1/5 - 1/31 27 days
Mor conpl etes TAD 930210 2/1 - 2/10 10 days
37 days

Thi s menmber was TAD i n excess of 30 days with no | eave
involved. The date of return to the PDS is a day of non-
entitlenent, therefore this menber is entitled to FSA-T from
910105 to 910209.

(2) During the conputation process when delay is used, you
have to cone up with a constructive date of departure and/or a
constructive date of return.

(a) The constructive day of departure fromthe
permanent duty station is the day after the actual day of
departure plus the nunber of days |eave and proceed authorized and
used on the way to the PDS/ TAD station.

(b) The constructive day of return to the permanent
duty station is the actual day of return mnus the nunber of days
| eave authorized and used on the return to the duty station or the
new duty station.
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Exanpl e 2: Menber departs on TAD with 7 days |eave taken
enroute to the TAD site.

Mor departs TAD 930105 930106 day after depart
Charged Leave 930106 - 030111 (07) + 7 (days | eave)
Mor returns from TAD 930212 930113 day of depart
1/13 - 1/31 19 days
2[1 - 2/12 12 days
31 days

Menber entitled to FSA-T for period 930113-930211

Thi s menber was away fromthe PDS for 39 days, however 7 days
were charged | eave. The Disbursing Oficer is responsible for
settling the TAD orders and charging the nenber |eave for 7 days.
Upon recei pt of the settled travel voucher and posting of |eave,
the unit should reverify the FSA received and the | eave period
char ged.

Exanmpl e 3: Menber departs on TAD with 5 days | eave taken
enroute fromthe TAD site

Departs PDS 930520 930715 date of return
Charged | eave 900711 - 930715 (5) - 5 leave taken
Return PDS 930715 930710 const date return

Menmber entitled to FSA-T for period 930520 - 930714

Exampl e 4: Menber TAD to SNCO Acadeny in Quantico VA, Menber
aut hori zed and used 10 days | eave enroute to Quantico and 5 days
enrout e when returning.

Departs PDS 930413 930414 day after detachnent
Ret urn PDS 930713 + 10 | eave taken
Leave 930414 930423 930424 const day of
det achnent
Leave 930709 930713
Leave 930709 930713 930713 day of return

- 5 | eave taken
930708 const date of return

Menber entitled to FSA-T for period 930424 - 930708.

b. FSA-R FSA-R is payable to Marines when transportation of
dependents is not authorized at government expense and the
dependents do not reside at or near the nenber’s pernmanent duty
station (PDS). When conputing the constructive start date for
FSA-R there is one question that nust be asked:

D d menber have dependents on date of detachnent from old PDS?

I f menber had dependents on date of detachnment from ol d PDS
then determine the start date for FSA-R by taking the date of
detachnent or 1st day of authorized travel time (foll ow ng day),
whi chever is later, plus subsequent days of authorized delay or
proceed tine. Start FSA-R on this constructive date. The
follow ng exanples apply to Marines reporting on or after
22 Septenber 1992:

Exanpl e 1: Conput ati on
Det 930720 (Day after day of Detach) 930721
Pro 930721 - 930724 (04) (Add Proceed & Del ay) +14
Del 930725 - 930803 (10) 930735
Tvl 930804 - 930810 (07) (Convert 35 days by sub-
Jn Date 930811 tracting the nunber of -31
days in July (31) and 930804

and addi ng 1 nont h)

Start FSA-R 930804

Exanpl e 2: Conput ati on
Det 930602 (Day after Day of Detach) 930603
Tvl 930603 - 930607 (05) (Add Proceed & Del ay) +33
Pro 930608 - 930611 (04) 930636
Del 930612 - 930710 (29) (Convert 36 days by sub-
AT 930711 - 930714 (04) tracting the nunmber of 30
Joi ned 930715 days in June (30) and 930706

addi ng 1 nont h)
Start FSA-R 930706
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Exanpl e 3: Menber married prior to entering Marine Crops.
Dependent travel not authorized to any TEM NS duty stations and
dependents did not reside at or near any TEM NS duty station.
Menmber would be entitled to FSA-R from day of enlistnent mnus any
periods of delay. Transfer entries fromeach command will be
term nate nmenber’s FSA-R on dates of detachnent.

Conput ati on
Arr SDi ego 930120
Det ached 930417 (Date of Detachnent) 930820
Del ay 930418 - 930427 (10) (Add Proceed & Del ay) +30
Travel 930428 (01) (Convert 50 days by 930850
Sa 930429 - 930610 (43) subtracting nunber of 31
Travel 930611 (01) days in Aug (31) and 930919
Conn Sch 930612 - 930820 (70) addi ng one nonth)
Del ay 930821 - 930919 (30)
Travel 930920 - 930921 (02)
AT 930921 - 931002 (12)
Joi ned 931003

Start FSA-R the next day 930920

Note: This Marine should receive FSA-R from 930120 to present

m nus the days of delay (930418 - 930427) and (930821 - 9309190.
When conducting nenbers join audit ensure that prior comands
credited nenber with correct FSA-R. MCRD San D ego shoul d have
started FSA-R effective 930120. Transfer entry woul d have

term nated FSA-R effective 930417. SO Canp Pendl eton shoul d have
started FSA-R 930428. Transfer entry would have term nated FSA-R
effective 930610. Comm School should have started FSA-R effective
930611. Transfer entry would have term nated FSA-R effective
930820.

If the nenber did not have dependents on day of detachnent and
acqui red dependents during the elapsed time to an unacconpani ed
tour i.e., Okinawa; then start FSA-R the day after the |ast day of
del ay or the date dependents were acquired whichever is |ater.

Note: Mbst Marines who marry en route, but not to an unacconpani ed
tour, rate dependents travel and not FSA (See JFTR App A for
definition of effective date of PCS orders.)

The foll owi ng exanples apply to Marines married enroute to an
unacconpani ed tour:

Exanpl e 4: Menber nmarried 930815

Det ached 930802 Start FSA-R 930826

Del ay 930803 - 930825 (23) (The day after |ast day of
Travel 930826 - 930830 (05) del ay)

AT 930831 - 930902 (03)

Joi ned 930903

Exanpl e 5: Menber nmarried 930827

Det ached 930802 Start FSA-R 930827

Del ay 930803 - 930825 (23) (Date of marriage as this
Travel 930826 - 930830 (05) date is after the |ast day
AT 930831 - 930902 (03) of del ay)

Joi ned 930903

Stop Date for FSA-R

a. FSA-R stops when all of a nmenbers dependents arrive in the
vicinity of the PDS with the intent to renain. The date to stop
FSA-R is the day prior to the date of arrival of dependents. Wen
a nenber applies for ConRats you shoul d docunment the date of
arrival of dependents on the ConRats application.

b. Upon PCS, FSA-R stops the day before the date nenber
arrives at the new duty station nminus any days of proceed and
del ay.

Note: Renenber for diary reporting purposes the stop nust be
effective the day prior to the constructive date. MCTFS will
automatically stop FSA on the date of detachnent therefore
adj ustments may be required.

Exanpl e 1: Menber PCS with no proceed or del ay invol ved.

Det ached 930601 930608 | ast day of travel
Travel 930610 - 930610 -1 stop day prior
Report 930608 930707 | ast day of FSA-R

Syst em st opped FSA-R eff 930601. Unit diary must credit 930602 to
930607.
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Exanpl e 2: Menber PCS with proceed and del ay invol ved.

Det ached 930710 930725 | ast day of trave
Proceed 930711 - 930714 (04) -12 (total |eave and proceed)
Del ay 930715 - 930722 (08) 930713 const day of arriva
Travel 930723 - 930725 (03) -1 stop day prior

930723 |l ast day of FSA-R

Syst em st opped FSA-R effective 930710. Unit diary nust credit
930711 to 930712

Exanpl e 3: Menber PCS with travel to designated place, proceed
and del ay.

Det ached 930615 ** 930729 last day of travel **
Travel 930616 - 930620 (05) -33 (total I|eave and proceed)
Proceed 930621 - 930624 (04)

Del ay 930625 - 930723 (29) ** 930659 (30 days in June plus
Travel 930724 - 930729 (06) 29 days in July)

-33 (total |eave and proceed)
930626 Const day of arrival
-1 stop day prior
930625 last day of FSA-R

Syst em st opped FSA-R effective 930615. Unit diary nust credit
930616 to 930625

Menber married while enroute to a new PDS

The follow ng exanples apply to FSA entitlenment for Marines
married en route to a new PDS (not to an unacconpani ed tour).

Exanpl e 1: Menber nmarried 940201

Det ached 931230
Pr oceed 931231 - 940103 (04)
Del ay 940104 - 940128 (25)
Travel 940129 - 940203 (06)
Joi ned 940204

Start FSA-R 940201 (Effective date of orders is 940129). Menber
was married after the effective date of orders, therefore not
entitled to nove dependents at governnent expense.)

Exanpl e 2: Menber nmarried 930331

Det ached 930302
Del ay 930303 - 930401 (30)
Travel 930402 - 930403 (02)
Joi ned 030304

No entitlement to FSA-R, nenber entitled to nove dependents at
gover nnent expense because nenber was married prior to effective
date of orders (ED of orders is 930402)

Note: The effective date of orders is first day of travel for
nmode of transportation used (Ref: JFTR U5215.C and Appendi x A)

f. Foreign Duty Pay. (Ref: DODFMR Part 1 Chap 17; MCTFSPRI M
par 5067 & Table 5-26.)

1. Failure to credit entitlenent to foreign duty pay for eligible
peri ods.

2. Reporting foreign duty pay for incorrect dates, i.e., periods
that did not match itinerary.

3. FErroneously crediting both career sea pay and foreign duty pay
on the sane day for Corporals and above.

4., Not crediting foreign duty pay for Lance Corporals and bel ow
for the days they disenbarked in the foreign duty area and the day
they re-enbarked aboard ship. Unlike Corporals and above, they
are entitled to foreign duty pay for these days as they are not in
recei pt of career sea pay.

5. Erroneously crediting foreign duty pay for periods of |ess
than 8 days.

GENERAL. Foreign duty pay is payable to enlisted Marines entitled
to basic pay who are assigned to duty in a designated foreign duty
area. Designated areas are listed in the Departnment of Defense

Fi nanci al Managenent Regul ations (DODFMR) Part 1, Chapter 17.

Mari nes must be deployed to a foreign duty area for a continuous
period of 8 days or nore (including date of arrival and date of
departure) to be entitled to foreign duty pay. Foreign duty pay is
not payabl e on any day that career sea pay is received. Foreign
duty pay is not payable to enlisted menbers who are residents of
the designated foreign duty pay area. The follow ng exanples are
provi ded:
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Exanple 1: A group of Marines fly to Korea on 15 January 1991,
as menbers of the advance party for Operation Team Spirit. They
participate in Qperation Team Spirit and enbark aboard ship on
15 March 1991, for their return to Oinawa. They arrive and

di sembark ship on 21 March 1991. These Marines pay entitlenents
woul d be as follows:

1. LCpl’'s and below. Entitled to foreign duty pay from 15 January
1991 to 15 March 1991, and career sea time from 15 March 1991 to
21 March 1991.

2. Cpl’s and above: Entitled to foreign duty pay from 15 January
1991 to 14 March 1991, and career sea pay from 15 March 1991 to

21 March 1991. These Marines would not be entitled to foreign duty
pay on 15 March 1991, because they are entitled to career sea pay
conmenci ng on that day.

. Career Sea Pay. (DODFMR Part 1 Chap. 18; MCTFSPRI M
par. 5014; SECNAVINST 7220.77.)

1. Failure to report career sea pay entries for eligible periods
including the first 30 days ashore when Marines were participating
i n anphi bi ous operations.

2. Commencenent and termination of career sea pay incorrectly
reported on the unit diary, (i.e., did not match itineraries).

3. Incorrectly reporting cunul ative career sea tine. This
invol ved career sea service renmarks resident in MCTFS that differed
from docunentation on file in the service records.

4. In correctly crediting both career sea pay and foreign duty
pay for the sane day for Corporals and above.

GENERAL. Career Sea Pay is payable to eligible Marines fromthe
day of enbarkation on ship to the day of debarkation. Wen a
Marine is permanently enbarked aboard a vessel, career sea pay
woul d continue for the first 30 days tenporarily | anded ashore.
The foll owi ng explains the difference between tenporarily enbarked
and permanently enbarked.

a. Permanently Enbarked. When a FMF unit enbarks on a vessel
which is part of an anphi bious operation and intends to return to
that vessel after |anding ashore, then this unit is considered
permanently enbarked in accordance with paragraph 7b(3) of
SECNAVI NST 7220. 77B and career sea pay accrues for the first 30
days tenporarily land ashore. Career sea pay ceases when the FMF
unit is permanently disenbarked fromthe vessel, normally on
return to Oki nawa.

b. Tenporarily Enbarked. Wen a FMF unit enbarks on a vessel
which is not part of an anphi bious operation, the unit is
considered tenporarily enbarked in accordance wi th paragraph 7b(4)
of SECNAVI NST 7220. 77B and career sea pay accrues only on a day
for day basis and is not payabl e when tenporarily | anded ashore.

The followi ng exanple is provided:

Exanpl e 1: Mari nes enbark aboard ship on 2 February 1993 in
connection with Operation Storm China Beach. It is the intent of
3d FSSG that these Marines return to Ckinawa by ship after Storm
Chi na Beach has ended. Storm China Beach is an anphi bi ous
operation. Marines tenporarily disenbark ship in Korea on 8
February 1993 and reenbark on 15 March 1993. The ship returns to
Cki nawa on 21 March 1993 and Marines pernmanently disenbark. These
Mari nes woul d be considered permanently enbarked and their pay
entitlements are as foll ows:

(1) LCpl and below. Entitled to career sea tinme fromdate
of enbarkation (2Feb93) and for first 30 days ashore (8Feb93 to
9Mar93). Career sea tine should be started on 2 February 1993 and
stopped on 9 March 1993. Since LCpl’'s and below are not entitled
to career sea pay they would be entitled to foreign duty pay from
8 February 1993 to 15 March 1993. They would again be entitled to
career sea tine from 15 March 1993 to 21 March 1993 when they
permanent |y di senmbark shi p.

(2) Cpl and above. Entitled to career sea pay fromdate
of enbarkation (2Feb93) and for first 30 days ashore (8Feb93 to
9Mar 93). Career sea pay should be started on 2 February 1993 and
stopped on 9 March 1993. Corporals through Sergeants Mj or woul d
then be entitled to foreign duty pay from 10 March 1993 to 14
March 1993 (requirenent of 8 continuous days in foreign duty area
already met). They would again be entitled to career sea pay from
15 March 1993 to 21 March 1993, when they pernanently di senbark
shi p.

Exanpl e 2: Marines enbark aboard ship on 26 June 1993, in

connection with Operation Take The Hill. It is the intent of 3d
FSSG that these Marines will return to Ckinawa by ship after Take
The Hill has ended. Take The Hill is not an anphi bi ous operati on.

Marines tenporarily disenbark ship in Hendersonville on 5 July 1993
and reenbark on 28 July 1993. Ship returns to kinawa on 4 August
1993 and Marines permanently disenbark. These Marines entitlenments
are as follows:

(1) Since Operations Take The Hill is not an anphi bi ous
operation and Hendersonville is not a foreign duty area, these
Marines would only be entitled to career sea tine/pay while
actual |y enbarked aboard ship from 26 June 1993 to 5 July 1993,
and 28 July 1993 to 4 August 1993.
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Exanpl e 3: Marines enbark aboard ships on 14 April 1993 with
CSSD-35 for duty in support of Subic Training 93-4. This is not
an anphi bi ous operation and it is not intended that these Marines
return to Ckinawa by ship after conpletion of duty in the

Phili ppines. Ships arrive in the Philippines on 22 April 1993 and
Mari nes permanently di senbark. These Marines entitlenents are as
foll ows:

(1) LCpl and below. Entitled to career sea time for period
14 April 1993 to 22 April 1993. Since the Philippines is a
designated foreign duty area, these Marines would be entitled to
foreign duty pay from22 April 1993.

NOTE: Must be in designated foreign duty area 8 continuous days
before foreign duty pay is started.

(2) Cpl and Above. Entitled to career sea pay for period
14 April 1993 to 22 April 1993. Since the Philippines is a
designated foreign duty area, these Marines would be entitled to
foreign duty pay from23 April 1993. Corporals and above are not
entitled to foreign duty pay on 22 April 1993 because they are
entitled to career sea pay on that day and a nmenber nmay not
recei ve both career sea and foreign duty pay on the sanme day.

NOTE: Marines nust be deployed to a foreign duty area for a
continuous period of 8 days or nore (including date of arrival and
date of departure) to be entitled to foreign duty pay.

h. | MM NENT DANGER PAY. (DODFMR Part 1 Chapter 10; MCTFSPRI M
par. 5079 & Table 5-27)

(1) I'mminent Danger Pay is payable to Marines who are
entitled to basic pay and serving in an area designated in the
DODFMR as an i nmi nent danger pay area.

(2) Effective 15 May 1990, Marines TAD or pernmanently
assigned to the Philippines were entitled to inm nent danger pay.
Effective 30 Novenber 1991 entitlenent to i nm nent danger pay for
the Philippines terninated.

(3) Effective 2 August 1990, paynent of imm nent danger
pay was authorized for the Persian Qulf, the Red Sea, the Qulf of
Oman, the Arabian Sea that lies north of 10 degrees north latitude
and west of 68 degrees east longitude, the Gulf of Aden, the total
|l and areas of Saudi Arabia, Yenen, Qman, Bahrain, Qatar, the United
Arab Emirates and the airspace above them Effective 31 August
1993, entitlenment to | nmnent Danger Pay was terninated for all
areas above with the exception of Persian Qulf, Saudi Arabia, and
Yenen, which remain in effect

(4) Effective 6 February 1991, Egypt, |srael, Jordan, and
Syria were designated i nm nent danger pay areas. This included the
total |land areas, inland waters, coastal waters and the territorial
ai r space.

NOTE: Effective 31 Decenber 1991 these designations (h.(1), (2),
and (3)) were term nated.

(5) Effective 6 February 1991, the total |and area of
Turkey, including inland waters, coastal waters, and the
territorial airspace was designated an i minent danger pay area.

(6) Effective 22 June 1992, the total |and area and
ai rspace of Angola, Chad, Mdzanbi que, Slovenia, Croatia, Bosnia-
Her zegovina, and the remaining |and area within the former country
of Yugosl avia were designated i nm nent danger pay areas. Coastal
wat ers were excl uded.

(7) Effective 10 April 1992, a menber who is entitled to
basic pay is entitled to hostile fire pay or inmmnent danger pay
for any nonth during any part in which the nmenber is on official
duty in an area designated.

i. Station Allowances. (Ref: JFTR Chapter 9, Part B.)

(1) Incorrectly reporting Cost of Living Allowance from
the date of approval of dependent’s "Comrand Sponsorship" vice the
date the dependents arrived in Hawaii when transportation of
dependents was aut hori zed.

(2) Incorrectly reducing Cost of Living Allowance on the
date of divorce. In this case, these Marines are entitled to the
hi gher rate of COLA through the date of divorce.

(3) Failing to forward a new COLA certificate to the
Fi nance O ficer when a Marine had a change in the nunber of
dependents. That is, the Conmanding Officer failed to prepare a
new COLA certificate when a Marine' s dependent attained age twenty
three, a dependent pernmanently departed the overseas |ocation, or
a new dependent was born.

(4) Reporting incorrect join dates resulting in Barracks
COLA conmenci ng on a erroneous date.

(5) Incorrectly reporting COLA Owm-Right prior to a
menber’s application for Conmuted Rations being approved. COLA
Omn- Ri ght can not be started prior to a menber being authorized to
nmess separately.

(6) Incorrectly increasing COLA on a Marine narried to an

active duty spouse on the date of the spouse’s release fromactive
duty vice the follow ng day.
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(7) Erroneously authorizing COLA Om-Right to a Marine
solely based on the presence of non-Command sponsored dependents.

(8) Failure to obtain CMC authorization for continuation
of CCOLA on behalf of a Marine' s dependents who renai ned i n Hawai i
whil e the nenber was serving an unacconpani ed tour of duty in
ki nawa.

(9) Failing to subnmit a NAVMC 11116 to the Finance Oficer
for credit of a pro-rated COLA when suppl enental or prorated
rations was paid to a Menber in receipt of COLA Barracks.

(10) Failing to have Marines document dates of arrival and
departure in CONUS for the nenber and/ or dependents when |eave in
excess of 30 days was taken. Menbers are not entitled to COLA for
periods of leave in excess of 30 days in CONUS, travel tinme to and
from CONUS does not count.

(11) Erroneously authorizing OHA Om-Ri ght for Marines when
adequate quarters were avail able or inadequate quarters were
occupi ed and assigned at the begi nning of a dependents restricted
tour.

(12) Failing to provide docunentation to the Fi nance
O ficer to change the Occupancy Status code for OHA from 2 (menber
wi t hout dependents) to 9 (nenber on unacconpani ed tour, all
dependents at PDS) when a Marines non-comrand sponsored dependents
reside in the vicinity of the PDS.

j. Servicenen's Group Life Insurance. (Ref: MCTFSPRIM par.
5141; ALMAR 3652/92.)

(1) Incorrectly reporting SG.I entries with an effective
date other than the first day of the nmonth in which the Mrine
el ected an increased SG.I coverage.

(2) Incorrectly reporting SG.I entries with an effective
date other that the first day of the month after the nonth in which
the Marine elected a reduction in his SG.I coverage.

(3) Incorrectly reporting a coverage other than that which
the Marine had el ected.

(4) Failing to have the Marine conplete a new SG.I form
(SGLV 8286) with the annual audit during cal endar year 1994 when
the formin the SRB/OQR reflected "BY LAW.

(5) Failing to maintain on file in the SRB/ OQR the SG.V
form 8282 when the Marine elected an increased coverage after
31 March 1993.

k. Taxes. (Ref: MCTFSPRIM Par 5059; |IRAM pars. 3001 and
4001.)

(1) Tax plans shown on the LES did not always agree with
the tax plans shown on the IRS W4 forns.

(2) Separate W4's were not on field or properly annotated
when the Marine claimed exenption from paying state tax.

(3) Erroneously reporting state tax exclusion for single
Marines fromNY, NJ, or CT residing in the barracks.

| . Physical Evaluation Board Entitlenents

(1) Failing to properly credit BAQ Owm Right to Marines
ordered home awaiting the disposition of a PEB.

(a) Marines entitled to BAQ PCS should be credited BAQ
begi nning the date they depart PDS.

(b) Marines not entitled to BAQ PCS should be credited
BAQ Om Ri ght begi nning either the actual or constructive date of
arrival honme, whichever is earlier.

(2) Failing to properly credit interimVHA for Marines
ordered hone awaiting disposition of PEB.

(a) InterimVHA at the PDS rate should be started on
the day of departure fromthe PDS (provided the Marine is entitled
to BAQ Owmn Right or BAQ with dependents).

(b) InterimVHA at the rate of the |location to which
the Marine is ordered should be started on either the actual or
constructive date of arrival, whichever is earlier.

(3) Failing to properly credit rations for Mrines ordered
hone awaiting the disposition of a PEB.

(a) Enlisted Marines are entitled to travel rations
for the time spent traveling to hone fromthe PDS.

(b) Enlisted Marines are entitled to BAS beginning the
actual or constructive date and tine of arrival hone. whichever is
earlier.

(c) An officer’s rations entitlenent will not change.
O ficers are always entitled to BAS.
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(4) Failing to properly identify the constructive date of
arrival home. The constructive date is based on the authorized

mode of travel. As an exanple, if a nmenber is authorized travel
via POV from San Diego to Kansas City then he will be authorized
5 days travel, therefore the constructive arrival date will be the

5th day after the date of departure fromthe PDS (DO NOT COUNT THE
DAY OF DEPARTURE). So, if the menber departs on the 12th, the
constructive arrival date is the 17th.

13. Most Common Errors Detected (Reserve Administration). This
section only contains those itens that are unique to Reserve
Service Records. Those errors that are found in both active and
reserve records have al ready been covered in the previous area of
the Most Common Errors.

a. Basic Allowance for Subsistence. (Ref: DODFMR, Part 3,
Chap. 1; MCTFSPRIM par. 5009 & Tables 5-3 thru 5-11; RAPSM Chap.
3, Sect. 1.)

(1) Failing to credit BAS (at no ness available rate) for
enlisted Marines for nmeal tinmes occurring prior to departure from
the hone site on unit Annual Training (AT) or after their return.
As Per Diem was not authorized, and nmessing was not avail able or
provi ded, these Marines are entitled to BAS. Unit diary should
have reported a credit of BAS from 0001 to comrencenent of group
travel on the first day of AT and fromthe tine of return to the
honme site to 2359 the | ast day of AT.

(2) Incorrectly reporting BAS (at the higher no nmess
avail able rate) vice ConRats for Marines performng active duty at
the home site when nessing was avail abl e.

(3) Failure to credit DOPMA BAS (ConRats) to enlisted
personnel performng active duty away fromthe hone site for
periods of individual travel under funded orders.

(4) Erroneously crediting BAS at the higher no nessing
avail able rate vice ConRats rate to personnel performng individual
active duty at sites with no nmess available. In these cases
Marines were entitled to the food portion of per diemand therefore
only entitled to DOPMA BAS (ConRats) .

NOTE: Prior to reporting BAS all owances, adm nistrative personnel
shoul d thoroughly review the MCTFSPRIM par. 5009 and Tables 5-3
thru 5-11 for specific guidance.

(5) Failing to credit BAS (at the higher no nessing
avail able rate) for neal tines occurring prior to departure from
the home site on unit annual training (AT), or after their return.
As per diemwas not authorized and nmessing was not avail able, or
provided at the hone site, these Marines are entitled to BAS.

b. Basic Allowance for Quarters. (Ref: RAPSM par. 90407. 3;
DODFMR, par. 80242; MCTFSPRIM par. 5008 and Tables 5-3 thru 5-6.)

(1) Failure to credit BAQ Om-Right rate for single
reservists perform ng Annual Training (AT) at the Permanent Duty
Stati on when governnment quarters were not avail able.

(2) Erroneously crediting BAQ Om-Right to single
reservists performng active duty for traini ng when gover nnent
quarters were assigned at the duty site.

c. Career Lunp Sum Leave. (Ref: MCTFSPRIM par. 5089;
DODFMR, Part 4; PAAN s 1-93 and 3-93 (for LSL in connection with
Qper ations Desert Shield/ Stormand Operation Restore Hope.)
Periods of LSL paid to reservists, involuntarily activated in
conjunction with Operations Desert Shield/ Stormor Restore Hope
were erroneously included in the cunmul ative total for Career LSL.

d. Inactive Duty for Training/Unit Mister Sheets. (Ref:
MCRAWM Chap. 3, Sect. 2.)

(1) Oiginal UM s for scheduled drills were not being
retained on file. Platoon nuster sheets were being redone and
then certified by the Commanding O ficer.

(2) Failing to have Commanding Officers initial all
corrections to UMS' s.

(3) Marines being nmarked as absent when nusters were
conducted, and arriving at a later tine, did not have the tinme and
date of arrival annotated. Additionally, Mrines narked absent
did not have the required renarks for absences, i.e., excused/
unexcused, and the reason.

(4) Failing to annotate the reason (i.e., R DT) Marines
were marked as "not schedul ed" and the date the Marines could
performthe RI DT s.

(5) Failing to annotate the total nunber of drills
Marines were authorized for each period of training.

(6) Marines erroneously paid for drills for which no
must er sheet exists or paid for drills when the nmuster sheets
i ndicated they were not scheduled to drill.

(7) Docunentation was not on file to show that Marines
wer e requesting Reschedul ed I nactive Duty Training (R DT) prior
to the regularly scheduled drill weekend.

(8) Failing to conduct the proper nunber of nusters for
the nunber of drills perforned (1 drill requires 2 nusters; 2
drills requires 3 nusters).
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(9) Failure to nonitor attendance records to preclude
Marines from exceedi ng 48 regul ar schedul ed | DT periods for a
Fi scal Year and not notifying CMC when personnel were inadvertently
schedul ed to attend drills in excess of 48 for the Fiscal Year.
Units should have notified CMC and requested authority to pay those
Mari nes who were inadvertently pernmitted to exceed 48 | DT peri ods.
I nstead sone units credited ATP's, RW's, or no action was taken to
pay the Marines for drills attended in excess of 48.

(10) Failing to have UMS's countersigned by the Reserve
COACthat were certified by the |1 & or site comrander.

e. Nonjudicial Punishment. (Ref: MM Part V; DODFMR
Part 7, Chap 6; MCTFSPRIM par. 5107.)

(1) Wien conputing NJP forfeitures for reserve personnel
the anount of forfeitures awarded is based on the number of
SCHEDULED drills and active duty days for the Marine during the
forfeiture period.

(a) Verify that the punishment awarded did not exceed
the commander’s authority. To cal cul ate the naxi num anount of the
NJP forfeiture three things nmust be considered; the grade of the
i ndi vidual awarding the forfeiture, the Marine’'s rate of pay, and
the nunmber of scheduled drills to be performed during the period of
the forfeiture. Conpany grade officers (Captain and bel ow) can
award forfeitures up to 7 days’ pay for one nonth. Field grade
of ficers (Major through Colonel) can award forfeitures of 1/2 of 1
month’s pay for 2 nonths. O C s regardless of grade are limted
to the puni shnment authorized for a conpany grade officer.

(b) Wien only Inactive Duty Training Pay is involved:

1 Deternmine the ambunt the individual is entitled
to for performance of one drill. Pay for one drill is 1/30 of the
nmont hly base pay prescribed for the individual’s grade and years of
service. DODFMR, par. 80301 applies.

EXAMPLE: Accused is a PFC Base pay = $913. 20
$913.20 X 1/30 = $30.44

2 Determne the nunber of drills for which pay
is subject to the forfeiture. A conpany grade officer may not
i npose a forfeiture which extends beyond a one nonth period. A
field grade officer may not inpose a forfeiture that extends
beyond a two nmonth period.

EXAMPLE: A conpany grade officer inposed NJP on 12
schedul ed to perform4 drills between 12 Jul and the unit is
schedul ed to perform4 drills between 12 Jul and 11 Aug (2 drills
each on 10 and 11 Aug). The total drill pay subject to forfeiture
is 6 drills pay, conputed as follows:

12 Jul date perforned 2 drills
10 Aug scheduled drills: 2 drills
11 Aug scheduled drills: 2 drills

3 Determine the anpunt of pay subject to the
forfeiture by multiplying the pay for one drill by the nunber of
drills perforned or scheduled during the period the forfeiture
appl i es:

EXAMPLE: $30.44 Drill pay for 1 Drill X 6 Drills
$182. 64 Total subject to forfeiture

4 Determine the maximumforfeiture by taking
7/30th's (or 15/30th’s for field grade) of total pay subject to
forfeiture. Maximum Forfeiture = Single Drill Basic Pay X Nunber
of Drills Schedul ed within Next 30 Days X .2333 (decinal equival ent
of 7/30)(Round to | owest whole dollar anobunt).

EXAMPLE: 7/30th or .2333 X $182.64 = $42.60
Maxi mum = $42.00 (whol e dol | ar anmounts)

14. Leave. (Ref: MCTFSPRIM par. 5089; MCO 1050.3; pars. 3001.3b
and 4001.2c(3).)

a. Admnistrative units failed to report or correctly report
prior LSL paynents on the unit diary, causing records resident in
MCTFS to be different fromthe docunmentation on file. An
inaccurate LSL bal ance can result in potential under paynments or
over paynents when a Marine is afforded the opportunity to settle
unpai d lump sum |l eave. Additionally:

(1) Periods of LSL for the PLC program were not reported.
Leave is not authorized; therefore, all |eave accrued is LSL.

(2) If docunmentation in the SRB indicates a higher tota
of Career LSL than is resident in MCTFS, MCAAT policy is to report
the higher LSL to protect the interest of the governnent and
request verification from DFAS- KCC

b. Periods of annual |eave had not been reported on the unit
diary, or what had been reported on the unit diary differed from
the periods indicated on the Marine' s | eave authorization (i.e.,
Marines were frequently allowed to depart on annual |eave prior to
the end of normal working hours of a workday). These errors have
resulted in Marines not being charged for |eave actually taken, and
can result in the mspaynent of |unmp sum|eave when Marines are
rel eased from active service
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c. Wen special |eave was authorized in conjunction with
annual |leave to CONUS, units were incorrectly reporting the | eave
entries causing a mssed day of chargeabl e annual |eave (i.e.,
termnating the special |eave at 2359 and commenci ng t he annual
| eave at 0001 the next day).

d. The unit had not established a systemfor ensuring that
Conbat Leave Bal ance worksheets were prepared and naintai ned for
enlisted personnel and warrant officers who had performed duties
in a qualifying designated area (i.e., Operations Desert Shield/
Storm and enroute to/from Sonalia).

e. \Wen an |In-Pal ace Consecutive Overseas Tour or a
Consecutive Overseas Tour is authorized, ensure that the nenber
submits a travel claimto the Finance Ofice for proper comnputation
of chargeabl e | eave.

f. Incorrectly reporting periods of annual |eave in excess of
30 days taken by Marines (and/or dependents) overseas. These
Marines are entitled to COLA for periods of |eave in excess of
30 days in CONUS. The unit needs to have the Marine docunent dates
of arrival and departure in CONUS for the Menber and/or Dependents,
and the | eave when reported on the unit diary should properly
reflect the location where the | eave was taken (CONUS or overseas
areas) .

15. Diary Feedback Reports. (Ref: MCTFSPRIM pars 8202 and 8203.)

a. Failure to take corrective action on (C05) Inconsistent
Condi tion Codes. This condition code identifies Marines who have
vacat ed government quarters prior to transfer fromthe | ast comand.

b. Failure to take corrective action on (C09) Inconsistent
Condi tion Codes. This occurs when the TR/JD entries do not
correspond with el apsed time input.

c. Failure to take corrective action on (C37) Inconsistent
Condi tion Codes. This condition code identifies Marines who have
vacat ed government quarters after transfer fromthe | ast command.

d. Failure to take corrective action on (C47) Inconsi stent
Condi tion Codes. This occurs when a nenber is in receipt of
Advance BAQ and VHA and is assigned fanmily type quarters.

16. Unit Puni shment Book/Court-Martial. (Ref: DODFMR, par.
70603.a; MCM Part V; MCTFSPRIM pars. 5107, 5027, and Table 5-14.)

a. Units were erroneously reporting the effective date for
vacati ng suspended NJP's using the original date of the NJP versus
the date of vacate.

b. Court-Martial punishnents were erroneously reported using
the date of the court nmartial versus the date of the Convening
Aut horities’ action.

17. Travel Controls. (Ref: SECNAVINST 5212.5C, Chap. 1 (SSIC
1320), MCTIM and JFTR.)

a. Travel vouchers were not prepared for Mrines returning
fromperm ssive TAD to ensure unit diary had accurate information
for reporting TAD Rations. Additionally, these travel clainms nust
be submitted to disbursing if the Marines had excess travel or
aut hori zed delay to be charged to their |eave account.

b. Adequate training or procedures were not in effect to
ensure Marines were counsel ed on appropriate travel entitlenents
and properly assisted in clainmng these entitlements. Specifically:

(1) Reinbursenent for Tenporary Lodgi ng Expense (TLE).
(2) Reinbursenent for Dislocation Alowance (DLA).

(3) Reinbursenent for missed neals when Marines were
required to procure neals at own expense while in a group travel
or field duty status.

c. Adequate procedures were not in place to track the
subm ssion, conpletion and settlenent of all travel clainms. The
recomrended nmethod is to use a | oghbook indicating name, rank, SSN,
dat e of submission, date of discrepancy notice (DN), date returned,
amount of settlenent, DOV nunber, and the Marine' s signature.

18. Most Common Errors Detected (UDP Entitlenents). It is

i nperative that accurate docunentation be prepared and nmai ntai ned
to justify entitlements associ ated with depl oynents and peri ods of
TAD. Recommend using a DD Form 1351-2 (Travel Clainm to establish
an itinerary, even though there is no entitlenent to travel
entitlenments. The formhas roomfor all the pertinent information
including dates/tinmes or arrival/departure at various |ocations.

a. Basic Allowance for Subsistence. (Ref: DODFMR Part 3,
Chap. 1; MCTFSPRIM par. 5009; MCO P10110. 14M and JFTR, Chap. 4,
Part A).

(1) Reporting incorrect times and dates for comencenent
and termnation of subsistence allowances. Infornmation did not
correspond with the Marine' s itinerary. The errors were
identified for novenent of UDP units (Main body and advance party)
and individual TAD away fromthe UDP | ocation.
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(a) BAS is not payable to enlisted nenbers during a
group travel status, therefore it is necessary to understand when
group travel comences/term nates. G oup travel commences when the
menbers depart the PDS and term nates 2359 on date of arrival at
the TAD site. Wen departing the TAD site, group travel commences
at 0001 day of departure and term nates at tine of arrival at the
PDS. This includes all tine spent enroute, awaiting further
transportation or any necessary del ays incident to the node of
travel .

(b) Main Body. ConRats should be stopped one mnute
prior to departure fromthe PDS. 1In the event neal cards are
i ssued to personnel on ConRats prior to departure then ConRats
must be stopped at the tinme of 1ssue. However, these Marines nust
be subsisted-in-kind fromthe tinme meal cards are issued versus
time of departure.

(c) Advance Party. |If the advance party is issued
i ndi vi dual orders, then TAD rations nust be credited fromtinme/
date of departure from PDS through one nminute prior to arrival of
the main body. (Advance party personnel status changes to "Unit
Messing Essential" and are not entitled to the neals portion of
per diemupon arrival of the main body). |If the advance party is
i ssued Group Travel Orders, then stop ConRats one minute prior to
departure fromthe PDS and credit TAD rations from 0001 day after
arrival in the UDP | ocation thorough one minute prior to arrival
of the main body.

(d) Enlisted Marines who are TAD away fromthe UDP
l ocation not in support of the UDP m ssion, or where government
quarters and/or nessing is not available MJST have TAD rations
credited as any other TAD. (Tine/date of departure through tinme/
date of return.)

b. Deployed Per Diem (Ref: JFTR, par. W105; MCO 7220. 39;
MCTFSPRI M par. 5047; and MCO P3000. 15.)

1) Reporting incorrect dates for comencenent/term nation
of depl oyed per diem These errors were associated with both the
mai n body and advance party.

(a) Main Body. |In virtually all instances the nain
body arrives at the UDP | ocation in a group travel status,
therefore no per diemis payable for the date of arrival.

Depl oyed per diemnust start on the day after arrival of the main
body. On the return of the main body to the PDS the group travel
status begins 0001 the day of departure fromthe UDP | ocati on;
therefore, deployed per diemstops the day prior to departure.

NOTE: For all other unit travel within the Western Pacific,
depl oyed per diemis payable including periods of group travel.)

(b) Advance Party. Entitlenent to locality per diem
for advance party personnel decreases to the incidental portion
only at time of arrival of the main body. Deployed per diem would
then comence the next day the sane as the main body. Conversely,
rear party personnel are entitled to locality per diemfor the date
the main body departs. Therefore depl oyed per diemwould stop for
the rear party the day prior to date of departure of the main body
(sane day depl oyed per diem stops for the main body).

(2) Failure to check depl oyed per diemfor periods of
concurrent TAD away fromthe UDP unit (locality per diem
aut hori zed) or while enbarked on a Naval vessel.

(a) TAD. \When enlisted personnel are credited TAD
rations for eligible periods, the unit diary entry creates a
correspondi ng deduction for deployed per diem However, this is
not the case with officers. A "Check Deploy Per D ent entry nust
be subnmitted on all officers who perform TAD. The dates to be
checked are fromdate of departure through date of return.

(b) Enmbarkation on a Naval Vessel. Since nenbers
participating in an anphi bi ous operation receive career sea for
the first 30 days ashore, MCTFS will not autonatically deduct
depl oyed per diem A "Check Deploy Per Diem entry must be
submtted on all Marines for all days spent aboard ship, including
dat es of enbarkation and debarkation. This may not match the
credit of career sea in all cases.

c. Fanmily Separation Allowance. (Ref: DODFMR Part 3, Chap.
3 and MCTFSPRIM par. 5064.) FSA comrencenent/termni nation dates
incorrectly reported. The sane rules apply as with any other TAD
for entitlenent to FSA-T. Commencenent begins on date of departure
from PDS and stops one day prior to return to the PDS.

d. Basic Allowance for Quarters. (Ref: DODFMR Part 3,
Chap. 2 and MCTFSPRIM par. 5008.) Erroneously changing single
Mari nes receiving BAQ (Om Right) to BAQ partial. Single Mrines
are entitled to the BAQrate they are receiving at the tine of
departure fromthe PDS through the entire TAD period. This applies
to menbers married to nenbers who are receiving BAQ spouse as wel | .

e. Variable Housing Allowance. (Ref: JFTR Chap 8;
MCTFSPRI M par. 5162 and APSM Chap. 3.) Erroneously changi ng VHA
entitlement to the dependents ZI P Code. Marines remain entitled to
the VHA being received at the PDS during the entire TAD peri od.
Only changes to housing expenses or a change in dependency status
will necessitate a change in VHA. Even then, the entitlenent is
based on the PDS, not the dependents |ocation.
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f. Energency Leave. (Ref: JFTR, par. 7205B and MCTFSPRIM par. 5089.) Marines on
UDP are in a TAD status vice permanently assigned overseas. Therefore transportation
is authorized fromthe TAD/ ship location of the PDS (i.e., Canp Pendl eton, Canp
Lej eune, MCAS, Beaufort, etc.) and return. Transportation to other than the PDS wil |l
be all owed not to exceed the cost of transportation to the PDS. Care mnust be
exercised in issuing appropriate enmergency |eave orders to the PDS. Not just to CONUS
as in the case of personnel permanently assigned overseas. Reporting TAD rations/
| eave is acconplished in the same manner as di scussed earlier in this handout and in
the MCTFSPRIM with one major difference. The Marine is in a travel status until
reaching the PDS or other point authorized in the orders. Upon departing the PDS or
alternate point, travel status resunes. This is without regard to the time/ date the
Marine arrives/departs CONUS.

19. NAVMC 10522, COMMUTED RATI ONS ACTION. (Ref: MO 10110.47; MCO P1070. 12H, par.
4001.2c(8) and MCTFSPRIM par. 5009.)

a. Prepare the NAVMC 10522 in duplicate.

b. After the Commander or his designated representative approves the request
for ConRats, give the "original" of the formto the Marine who is naking the request.
File the signed duplicate (carbon copy signature acceptable) of the formin the
Marine's SRB after the authorization is reported on the unit diary. Annotate the unit
di ary nunmber and date of the unit diary which reported the ConRats statenent on the
copy which is filed in the SRB.

c. |If the commander or his designated representative di sapproves the request
for ConRats, conplete and return the "original" NAVMC 10522 to the Marine who is
maeki ng the request. File the duplicate of the disapproval in the unit’s correspondence
files.

d. If the conmander or his designated representative term nate a previous
aut hori zation for ConRats, conplete Section IlIl of the formcontained in the SRB.
There is no requirenment to conplete section Il to term nate ConRats upon transfer or
when the Marine's duty status changes. Refer to MCTFSPRI M concerning unit diary entry
requirements in these cases. Prepare Section |1l in duplicate by using a blank form
behi nd the authorization filed in the SRB. G ve the conpleted SRB copy of the formto
the Marine; forward the duplicate copy to the unit diary section to report the unit
diary entry to termnate the ConRats (annotate the unit diary nunber and date of the
diary which term nated authorization for ConRats on the duplicate form. Miintain the
duplicate copy of the termnation in the SRB until the ternmination entry posts and
appears on the nonthly Leave and Earning Statenment (LES). After the termnation
appears on the nonthly LES, renove the formfromthe SRB and file it in the unit’'s
correspondence files.

e. Dispose of copies of NAVMC 10522 maintained in the unit’s correspondence
files per SECNAVI NST 5212.5.

20. Filing the BIR' BTRin the OQR/ SRB. (Ref: MCTFSPRIM par. 9500; MCO P1070. 12H,
pars. 3001.3(e) and 4001.2c(5); and MCO 7220. 31.)

a. ABIRRBTRw Il be printed by the RU for audit on the follow ng occasi ons:

(1) Wienever the Marine is Joined chargeable by an RU or attached DUINS in
excess of 20 weeks.

(2) Wienever the commander considers that an additional audit is necessary.
(3) Annually along with the annual audit of the LES, RED, and ROCS.

b. The RU comuander will designate an officer, NCO or GS-4 or above, in
witing to conduct the audit/interview The Marine will acknow edge the audit/
interview by signing the BIR and BTR Wen the Marine is not |located at the unit and
traveling the distance would create a hardshi p, tel ephone or other neans of
comuni cation should be used to acconplish the audit. The interviewer who conducts

the audit/intervieww |l sign the BIR and BTR. Wen the Marine is not avail able, the
BIR and BTR will be signed by the auditor who will indicate that the Mrine was not
avai |l abl e and the reason for nonavailability. The method of signature will be as

follows: first name, mddle initial, and last nane for both auditor and Marine.

c. The MCTFSPRIM Tables 9-1 and 9-2 contain listing of data elenents
di spl ayed on the BIR and BTR, directives that explain the individual data el enents,
source date used to verify the individual data el ements, and designates responsibility
for each data el ement.

21. Filing the RBIR/RBTR in the OQR/ SRB. (Ref: MCTFSPRIM par. 9600; MCO
P1070. 12H, pars. 3001.3d and 4001.2c(4).)

a. Each unit will establish a control systemto ensure that the anniversary
RBI R RBTR are received and processed properly. Each unit will also establish a
procedure that best suits its needs and strictly adhere to it. The active duty site
commander/1-1/ supervisor will be fanmiliar with the procedures and periodically check
to ensure it is being followed. MCTFSPRIM Figure 9-6 is a flowhart of the audit
process. RBIRRBTR s will be requested and audited on the foll owi ng occasions:

(1) Upon joining the Reserve Establishment (initially or from AD) and upon
joining a newunit. The Join RBIR RBTR will be systemgenerated after the join has
posted and mailed to the RU by MSSO 17. The RUw Il request the join RBIR RBTRif it
has not been received by the tenth working day follow ng the processing of the UD.
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(2) Annually, within 60 cal endar days of the individual’s
anni versary nonth. The annual RBIR/ RBTR will be system generated
the nonth followi ng the anniversary nonth and mailed to RU s hy
M SSO 17. If the anniversary RBIR' RBTR is not received by the
15th day of the nonth follow ng the anniversary nonth, the RTU
will request one via MCTFS. The IRR is exenpted fromthe annua
RBI R RBTR audit. The CG MCRSC will conduct annual screening to
update the CVMR record via UD entries accordingly.

(3) When required by the CMC for purposes of purifying
the CMWF.

(4) Upon receipt of a requested RBI R/ RBTR

b. The MCTFSPRIM Tables 9-3 and 9-4 contain listing of data
el ements di splayed on the RBIR and RBTR, directives that explain
the individual data el enents, source date used to verify the
i ndi vidual data el enents, and designates responsibility for each
data el enment.

22. CLARI FI CATI ON OF WHEN TO RECORD THE " NOT RECOMMENDED FOR
PROMOTI ON' ENTRY ON PAGE 11 OF THE SRB. (Ref: |IRAM par. 4012.3n
MCO P1400. 32A, Chap. 2, Sect. 2; MCTFSPRIM par. 5123) The key
word when deci di ng whether or not to nake the page 11 entry is
"eligible." The following clarification is provided:

a. Mrines in the grade of Pvt and PFC are "eligible" for
pronotion consideration upon attainment of the required 6 nonths
time in grade/tinme in service for pronotion to PFC and 8 nont hs
time in grade/9 nonths tine in service for pronotion to LCpl. One
nmonth prior to the effective nonths of pronotion, a "Select G ade”
flag appears in the MCTFS with the effective date of pronotion. It
is at this tinme that the commander is afforded the opportunity to
counsel the Marine who is not recommended for the pronption to
which eligible by virtue of tinme in grade. The conmander is
required to report a "NOT REC FOR PROM' entry on the unit diary and
si mul taneously rmake the page 11 entry in the SRB for each nonth the
Marine is not recommended by the commander. (NOTE: Privates and
PFC s not recommended for pronotion due to restrictions listed in
MCO P1400. 32A, par. 1204.3f through 3n require only an initia
page 11 SRB entry recorded for the restricted period. Mnthly unit
diary entry is still required.)

b. "Eligibility" for pronotion consideration to Cpl and Sgt
is al so dependent upon attaining the required tinme in grade and
tinme in service. Wen the requirenent are attained, a quarterly
conposite score for pronotion is automatically conputed unl ess the
Marine is not recommended for pronotion by the commander. At that
time, the "NOT REC FOR PROM' entry is reported on the unit diary
and the commander causes the page 11 entry to be nade in the SRB
i ndicating the reasons for not recomendi ng the Marine for that
quarter.

c. Wien a Marine’ s conposite score neets the established
cutting score for the specific OccFld for |ance corporals to
corporal and MOS for corporals to sergeant, a "Select G ade"
flag appears in the MCTFS with the effective date of pronotion
It is still incunbent upon the conmander to certify that the Marine
shoul d be advanced to the next higher grade. |If not, the conmand
is required to report a "WLL NOT PROMOTE" entry on the unit diary
to delete the "Select Grade” flag and record the page 11 entry to
indicate the reason(s) for the "NOI REC FOR PROM' entry for each
nmonth for which the Marine receives a "Select Gade" flag in the
MCTFS and the Marine is still not recomrended for pronotion by the
commander .
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APPENDI X D

ADM NI STRATI VE NOTES CONCERNI NG MARI NE CORPS
RESERVE ADM NI STRATI ON MATTERS

The purpose of this appendix is to provide Inspector-Instructor/
Active Duty Site Commander Staffs, Sel ected Mari ne Corps Reserve
unit administrators, and other Marines who perform Mari ne Corps
Reserve administrative functions with gui dance on conmon probl em
areas experienced by field commands in the area of Marine Corps
Reserve uni que administration. This appendix also includes itens
whi ch nmay not be unique to the Marine Corps Reserve, but are
neverthel ess hel pful information. This appendix is not al
inclusive and should not be considered as directive in nature. Use
this appendi x to suppl enent procedures set forth in Marine Corps
and hi gher headquarters directives and those unwitten procedures
devel oped i n-house.

1. NOTICE OF ELIGBILITY (NOE) BENEFITS. An NCE is a docunent
authorizing, to a qualified reservist, mlitary nmedical care and
other disability benefits for treatnent of a service incurred or
aggravated injury, disease, or illness. Qualifications and

adm ni strative procedures for requesting and nai ntaining an NOE are
published in MCO 1770.2. NCE requests with supporting docunent a-
tion will be sent directly to CMC (RAM3). A copy of the request
will be sent to the appropriate activities within the chain of
command (i.e., the CG COVWARFORRES or the CO of the appropriate
Marine Corps District). Questions concerning NCE benefits will be
addressed to CMC (RAM 3) or the COMWARFORRES G 1.

2.  TEMPORARY NOT PHYSI CALLY QUALI FI ED (TNPQ DETERM NATI ON. TNPQ
determ nations allow a reservist to be carried on unit rolls for up

to 6 nonths in a "not required to drill" status, when the Marine is
clearly not physically qualified to performactive or inactive duty
duty due to a non-service connected condition. |nspector-

I nstructors
and active duty site commanders are del egated drill exclusion
authority for TNPQ Marines are not permtted to drill or perform

periods of active duty while pending or in a TNPQ status. Corpsnmen
must coordinate with inspector-instructor staff adnministrative
personnel to ensure that appropriate strength category code changes
are reported in MCTFS per the MCTFSPRIM  NPQ packages mnust be
submtted on Marines who will be unfit to drill for periods in
excess of 6 nonths.

3.  NOT PHYSI CALLY QUALI FI ED (NPQ DETERM NATION. A reservist who
is classified as TNPQ for 6 nonths nust have an NPQ deternination
submtted to the Special Assistant for Physical Qualifications and
Revi ew, Bureau of Medicine and Surgery (BUVED 02D252) via the chain
of command. Each request should contain a recent SF 88 and 93
which indicates a mlitary nedical officer has found the nmember NPQ
for retention. 1In the absence of a mlitary nedical officer’s
findi ngs, docunentation froma civilian physician will suffice.

In any case, include all supporting docunments associated with the
di squalifying factor. The ManMed, Article 15-84 and MCO P1900. 16D
par agraph 8407.2 provi de additional guidance. Marines are not
permitted to drill or perform periods of active duty while pending
or in a NPQ status. Corpsnen nmust coordinate with inspector-
instructor/active duty staff adm nistrative personnel to ensure
that appropriate strength category code changes are reported in
MCTFS per the MCTFSPRI M

4. ANNI VERSARY AUDI T. The followi ng sanple Anniversary Audit
Tracki ng Sheet was provided by the Personnel O ficer, 4th Marine

Di vision. Wen used, the tracking sheet will assist units in
ensuring that required audit itens are not overl ooked during

anni versary audit processing. |If this nethod of tracking conpleted
audit requirements is used, file the conpleted fornm(s) in the
unit’s correspondence files.
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PAY ENTRY BASE DATE ( PEBD) .
the nethod of conputing tinme served in the Delayed Entry Program

(DEP) for pay purposes.

nitial

MCAP

On 1 January 1985,

however

This change was directed primarily to
enlistees (first term Marines),
may affect the PEBD as established during the accession process.
(See appendix C for conputation table for the Regul ar

in some cases,

component .)

t he DoD changed

COVPUTATI ON OF PAY ENTRY BASE DATE FOR ENLI STED MARI NES OF THE

RESERVE COVPONENT

A

| B
I

| C
I

I
I
| 1f the individual
I
I

|and is placed in the|then the PEBD is
| Del ay Entry Program |

I(DEP)

|enlisted prior to

|1 Jan 1985 in the
1 |regul ar conponent

| of any branch of

| the Arnmed Forces

| enlisted on or
| af t er

1 Jan 1985

2 | but before 27 Nov
| 1989 in the reserve
| component of any
| branch of the Arned

| Forces

| enlisted on or after

|1 Jan 1985 in the

3 | regul ar component of

| any branch of the

| Armed Forces

| enlisted on or after

| 28 Nov 1989 in the

4 |reserve conponent of

| any branch of the

| Armed Forces

|and is on initial
| enli st ment

| the sanme as the

| dat e of enli st nent

I
| (See Note 1)

| the sanme as the
| dat e assigned to
| active duty

I
| (See Note 2)

| the sanme as the
| dat e assigned to
| active duty

I
| (See Note 3)

|reenlisted prior to
|1 Jan 1985 in the

5 | regul ar or reserve
| component of any
| branch of the Arned

| For ces

| and the individual

| has obl i gat ed
| service from

| previ ous enli stnent

| reenlisted on or

| af ter
6 |the regular or

1 Jan 1985 in

| and obl i gat ed
| service from

| previ ous enli stnent

| reserve component of| has not expired
| any branch of the

| Armed Forces

| and obl i gat ed

| prior to reassign-
| ment to active duty

| the sanme as the
| dat e of ori gi nal

|entry in the Arned

| Forces

| reconputed to |

| service frominitial|exclude the period
| i medi ately foll ow|

| enli stment expires

I

I

| 7 | before assignment to|ing the expiration
| | | active duty |of initial obliga-
| | [ [tion to the day

| | [ | prior to assignnent
| | [ |[to active duty
(— I I

NOTES:

1

For

Marines who entered the Regul ar

Conponent DEP on or

1 January 1985, a change to the Mlitary Selective Service

(MsS) Act disallowed credit for

and al | owances.

nmenbers of the Reserve conponent DEP on or
1985, but prior to or on 27 Novenber

active duty for

DEP tine to be counted for

after

pay

This ruling does not apply to Marines who are

| ADT.

1989, who | ater

after 1 January

come on

D-3



NOTES ( Conti nued):

EXCEPTION: On rare occasions enlistment contracts are
termnated at no fault of the individual, i.e.,
initial programenlisted for is no |onger avail abl e,
recruiter error(s) ininitial contract, etc. These
contracts are imedi ately renegotiated at the
conveni ence of the government and all ows the
i ndividual to receive credit for the time spent in
the DEP prior to 1 January 1985. Docunentation of
this situation is on the DD Form 1966 and bl ock 7b
of the DD Form 4.

2. Individuals discharged fromthe DEP prior to 1 January 1985
(humani tarian, tenporary nedical problens, etc.) and reenter
after 1 January 1985 do not receive credit for any previous
DEP ti ne.

3. Marines enlisting in a Reserve conponent DEP on or after
28 Novemnber 1989, pay and all owances will begin on the date
begi nning service for active duty or active duty for training,
unl ess the Reserve menber perforns inactive duty for training
prior to beginning service on active duty or active duty for
training under the category P program satisfactorily.

| EXCEPTION: Reserve nenbers who do not participate

| satisfactorily under the category P program pay
| and al l omances will begin on the sane date as

| assigned to active duty.

|

6. ARMED FORCES COWM SSARY PRI VI LEGES CARD (DD FORM 2529)
a. FEigibility

(1) Ready Reserve. Al nenmbers of the Ready Reserve, to
include the SMCR, IRR, IMA's, and MIU s who earn 50 or nore Reserve
retirenent credit points to achieve a satisfactory year for
retirenment purposes are eligible for 12 mlitary conm ssary days.
These benefits may be exercised by nenbers or their authorized
dependents by using DD Form 2529, Armed Forces Conm ssary
Privileges Card. Menbers of the Standby Reserve are not eligible
for the conmissary privilege card.

(a) Eligible Marines are issued a DD Form 2529 by the
Reserve unit adninistering their records. No nmenber shall be
i ssued, nor possess, nore than one privilege card for the sane
benefit period. A benefit period wll not exceed 365 days.

(b) Prior to gaining entry to a comissary, a Reserve
menber is required to present the DD Form 2529 along with a valid
Reserve ID card (DD Form 2MZ(Res)). Authorized dependents using
the conmissary benefits, who are not acconpani ed by the Marine, are
required to present a comm ssary privilege card listing their name
with a valid photo identification, or the commssary privil ege
card and a DoD Guard and Reserve Fam |y Menber ldentification Card
(DD Form 1173-1) or an authorized Marine Corps Reserve Dependent
Identification Card (NAVMC 11138). The comm ssary entrance
control clerk will date stanp one of the 12 bl ocks on the reverse
of the DD Form 2529 at the time of entry to indicate comm ssary
usage.

(2) Active Duty. Any reservist who is ordered to active
duty, and is entitled to basic pay and all owances, is authorized
to use mlitary comm ssaries during the inclusive period of the
actual active duty performed. There is no entitlenment for
conmi ssary use while perform ng non-pay AT/ ADT.

(a) Prior to gaining entry to a conmi ssary, a Reserve
menber on active duty is required to present a valid Reserve ID
(DD Form 2MC(Res)) and an official copy of orders to active duty
for the appropriate dates. The orders shall contain the nane,
rank, and SSN; begi nning and ending dates of the Marine' s active
duty tour; and, the name of each dependent. Authorized dependents
usi ng the conmi ssary benefits, who are not acconpani ed by the
Marine, are required to present a copy of the Marine's active duty
orders along with a valid formof identification containing a
pi cture of the dependent.

b. Initial and replacenment comm ssary privilege cards are
i ssued on a cal endar year basis. Wen Marines join a unit
subsequent to the start of a cal endar year, the issuing unit will
voi d the nunber of entry authorizations corresponding to the
nunber of nonths the individual was not a participating menber
during the cal endar year. Conversely, when the Marine | eaves a
unit prior to the end of a cal endar year, the issuing unit wll
recover the card and destroy it per applicable disposal procedures.
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c. The conmi ssary privilege card is a preprinted form front
and back, which is produced on continuous form cardstock. The card
may be processed either on an autonmated data systens printer or on
a standard typewiter. Do not |lam nate cards. Lamination wll
render the card invalid. Each card consists of three parts with
each portion of the card perforated to facilitate renoval and
mai ling. The card consists of:

(1) a control nunber/name portion which is detached and
retained by the issuing activity as a control record;

(2) a mailer portion to display the Marine' s nanme and
address through a nunber w ndow envel ope; and,

(3) the Privilege Card portion which is detached fromthe
mai |l er and used by the Marine/ dependent to gain entry to mlitary
commi ssari es.

d. Each card has a unique control nunber printed on the
reverse side of in each part. These card nunbers are used to
account for card issuance as well as to certify eligibility for a
repl acenent card because of |oss, theft, or destruction. The
control number will account for cards issued and associate a
specific card to an individual reservist for recordkeeping
purposes. Issuing activities are responsible for accountability
of each card received, issued, voided, or unissued. Although not
listed in paragraph 4 of SL-8-09993A, the DD Form 2529 requires
speci al security/control procedures. Specific security measures
i ncl ude:

(1) Verification of control nunbers and total numnber of
forns received;

(2) Maintenance of a permanent |og, show ng the receipt
and final disposition by control nunber;

(3) Periodic inventory; and,
(4) Locked storage.

e. Issuing activities should establish control procedures
simlar to those established for control and accountability of
identification and nmeal cards. As a part of those procedures,
stapl e the control nunber portion of the conm ssary privil ege
cards to the DD Form 1172, which acconpli shed DEERS pre-enroll nment,
on the docunment side of the Marines service record. 1ssuing
activities should pattern control |ogs after those already in
exi stence for other controlled forns (see paragraph 14 of
appendi x B).
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APPENDI X E
" TROUBLE- SHOOTI NG' DI RECTORY

Thi s appendi x provi des topical areas and the associated references
whi ch provi de gui dance, explain procedures, set forth policy, or
otherwise relate to adm nistrative requirenents. Were no 'al pha’
designator is listed for a reference, refer to the nost current
edition. Were no specific chapter, section, paragraph, etc. is

i ndicated, information on the topic is disbursed throughout the
directive.

TOPIC REFERENCES
ACTI VE DUTY FOR TRAI NI NG ( ADT)

MCTFS Reporting MCTFSPRI M Chap. 7
MCTFSPRI M par. 5008 & Tabl es
5-3 through 5-6 (BAQ
MCTFSPRI M par. 5009 & Tabl es
5-7, 5-9 through 5-12
( BAS/ ConRat s)
MCTFSPRIM par. 5149; 5082 &
Tabl es 5-30, 5-32, 5-34, 5-36,
5-38, & 5-39 (Special/Hazardous
Duty I ncentive Pay)
MCTFSPRIM par. 5089.13 (LSL)
MCTFSPRIM par. 5168.8 (VHA)

AVI ATI ON CAREER | NCENTI VE PAY DODFMR, Vol 7, Part A, Par 20121
(ACI P) t hrough 20133
ACTS Manual , par. 1211
MCTFS Reporting MCTFSPRI M par 5112, Tables
4-48 & 5-49

BASI C ALLOMNCE FOR QUARTERS (BAQ DODFMR, Vol ; 7, Part A, Part 3,
(See DLT's in the DODFMR) Chap. 2 and Tables 3-2-1

t hrough 3-2-9

MCO P1751. 3E ( BAQ

MCO 7220.31J (APSM, Chap. 2,

Sect. 2
MCO 7220. 42B (RAPSM, Chap. 2,
Sect. 2

Dependency Application MCO P1751. 3E, par. 1004.1 and
4008

MCO P1070. 12H (1 RAM, par.
3001. 3| and 4001. 3c(13)

Assi gnment to/ Term nation of MCO 11000. 22
Covernnment Quarters
MCO P1070. 12A (1 RAM), par.
3001. 3m and 4001. 3c(14)

NOTE: MCO P11000. 22A, Chap 1 Sec 2 prohibits assignnent to nore
than one set of governnent fanmily type quarters to the
sane Marine and his dependents.

Partial BAQ DOD{:N{?i pari 30215 for basic
entitlenmen
DODFMR, Table 3-2-9 for
applicable nonthly rates

BAQ Di fference DODFMR, par. 30242

Not entitled to BAQ MCO P1751. 3E for general BAQ W
i nformati on
DODFMR, par. 10305 & 10306 when
excess | eave is involved
DODFMR, par. 30251.c for E-4
under 4 and bel ow when excess
| eave is invol ved

MCTFS Reporting MCTFSPRI M par. 5008 and Tabl es
5-1 through 5-6

NOTE: Marines on "independent” duty (RSS/RS/OCSQ'I-1/MD, etc.)
are entitled to BAQOR fromthe date of reporting vice
date of joining provided governnent quarters are not
provi ded/ used on reporting. (Ref: DODFMR, Table 3-2-3,
rule 1, notes 3, 10, and 11)
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TOPIC REFERENCES

BASI C ALLOMNCE FOR SUBSI STENCE DODFMR, Part 3, Chap. 1 and

(BAS) (See DLT's in the DODFMR) Tabl es 3-1-1 through 3-1-6
MCO 7220. 31J (APSM, Chap. 2,
Sect. 1
MCO 7220. 51

MCO 7220. 42B (RAPSM), par.
30101 and Fig. 3-1 (Reserve)

BAS/ ConRat s Enti t| enment DODFMR, par. 30111 ( BAS); par.
30114. b and 30131 (Authorized
to mess separately)

NOTE: Marines on "independent"” duty (RSS/RS/OSQ'|I-1/MD, etc.)
are entitled to subsistence/ BAS as foll ows:

(1) BAS from1l mnute after date and hour of reporting to
permanent duty station. (Ref: DODFMR par. 30132)
The only exception would be when the Marine reports
at a neal tine (0700, 1200, or 1800), then the
effective tine of authorization is the actual
reporting time.

(2) Personnel on AMJ, Recruiting, I-1 and Contract
Li ai son Duty, whose duty location is not on a
mlitary installation, are entitled to full BAS for
all neals (DODFMR, Par 30132 & 301330. The duty
location is on a mlitary installation with nmessing
facilities, only ConRats are authori zed.

(3) Menbers may be authorized the difference between
ConRats and full BAS for individual neals procured
during periods of duty. (Ref: DODFMR, Table 3-1-4,
rul e 6)

NOTE: Commandi ng officers of ships on active naval service are
prohi bited from aut hori zi ng ConRats except during periods
of overhaul. (Ref: BUPERSMAN, Art. 2640110.3 & DODFMR
Table 3-1-4 Rule 10)

Retroacti ve approval DODFMR par. 30131. a
Fi el d Duty/ Rations DODFMR, Part 3, Chap. 1, Table
3-1-4

MCO P10110. 14L

MCO 10110. 40B

MCO 7220. 42B (RAPSM), par.
30101. 6 (Reserve)

DODFMR BAS DODFMR, Part 3, Chap. 1, Table
3-1-5
DODFMR, Part 8 (Reserve)
JFTR, Chap. 4

MCTFS Reporting MCTFSPRI M par. 5009 and Tabl e
5-12

MCTFSPRI M par. 5009. 15 ( DODFMR
BAS whi | e TAD)

MCTFSPRI M par. 5009. 16 ( DODFMR
BAS while on PCS and while TDY
on PCS)

MCTFSPRI M par. 5009. 17 ( DODFMR
BAS Recruit Accession Travel)
MCTFSPRI M par. 5009. 10- 14 and

Tabl es 5-7
BENEFI TS/ WAl VER CERTI FI CATI ON DODFMR, par. 80204
(VA FORM 29-8951) (Formerly
NAVMC 11058)
MCTFS Reporting MCTFSPRIM par. 5166, Table 5-9,
and Fig. 5-16
Filing Instructions I RAM par. 3001.3v and

4001. 3c( 23)
CONDUCT AND DUTY PROFI Cl ENCY MARKI NGS

Record of Service (RCS) I RAM par. 4007 and Tabl e 4-4.
MCTFS Reporting MCTFSPRIM par 5025 and Fig. 5-3
Addi ti onal CGui dance MCAP, App C

E-2
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TOPI C

COURTS- MARTI AL/ NONJUDI CI AL
PUNI SHVENT

MCTFS Reporting

Servi ce Record Requirenents

DEPENDENT DENTAL PLAN ( DDP)
Basic Entitl enent/ Gui del i nes

Forminconpl ete/not on file

MCTFS Reporting

DEPLOYED PER DI EM

Entitl ement

MCTFS Reporting

FAM LY SEPARATI ON ALLOWANCE ( FSA)
(see DLT' s in the DODFMR)

MCTFS Reporting

FOREI GN DUTY/ CAREER SEA PAY

Commencenent/ Term nati on Date

MCTFS Reporting

Cunul ati ve Career Sea Tinme
(Eff: 1 Jan 1981)

REFERENCES

MCM Part 11, Chap. 10, Rule
1003 (GCM i nf ormati on)

MCM Part |1, Chap. 10, Rule
1003 (SPCM i nformati on)

MCM Part |1, Chap. 13, Rule
1301(d) (SCM i nformation)
MCM  Part V, (NJP Procedures);
par. 5b (Maxi mum Al | owabl e
Puni shment s)

MCM App 2 and UCMJ, Art.
2(a)(3) (Reservist subject
to UCMJ)

MCO P5800. 8C

JAGVAN

MCTFSPRI M par .
Martial)
MCTFSPRI M par.

5027 (Courts-

5107 (NJP)

| RAM par. 4013 (page 12
requirenents)
| RAM par. 4014 (page 13 & 13A

requi renent s)

MCO 6000. 1

| RAM par. 3001.3qg and
4001. 3c(18)

MCTFSPRI M par. 5046

JFTR, par. W4105-D
MCTIM Chap. 8

MCO 7220. 39

MCO P3000. 15A, Chap. 3

MCTFSPRI M par .
6-4 & 6-5

6115 and figures

DODFMR, Part 3, Chap. 3 and
Tabl es 3-3-1 through 3-3-6
MCO P7220. 42B (RAPSM), Chap. 3,
Sect. 3 (Reserve)

MCTFSPRI M par. 5064

DODFMR, Part 1, Chap. 17 & 18
SECNAVI NST 7220. 77

MCO P7220.31J (APSM, Chap. 1,
Sect. 5

MCO P7220. 42B (RFPM,
(Reserve)

MCO P3000. 15A, Chap. 3

par. 20101

DODFMR, Part 1, Chap. 17 and
Table 1-17-1 for foreign duty

DODFMR, Part 1, Chap. 18 and
Tabl e 1-18-1 for career sea
duty

MCTFSPRIM par. 5067 and Tabl e
5-26 (Foreign Duty)
MCTFSPRI M par. 5014 (Career
Sea)

DODFMR, Part 1, Chap. 18
MCTFSPRI M par. 5014
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TOPI C

I NACTI VE DUTY TRAI NI NG (I DT)

MCTFS Reporting

LEAVE

Appel | ate Leave

Leave Accounting

MCTFS Reporting

OVERSEAS HOUSI NG ALLOWANCE ( OHA)
(See DLT in APSM

PERSONNEL ASSI GNIVENTS

Marine Corps Security Forces

Drill Instructor, Recruiter,
and | ndependent Duty

Order Witing

Entitlements, Allowances and
Pay Rel ated Matters

Servi ce Records

MCTFS Reporting

E-4

REFERENCES

MCO P1001R. 1G (MCRAMM), par.
3201 (Unit Muster Sheet)

MCO P1001R. 1G ( MCRAMM), par.
3200.4d(1) (EIOD limtations)
MCO P1001R. 1G (MCRAMV), Chap. 3,
Sect. 2 (for |IDT attendance,
absences, excused absence,
tardi ness, reschedul ed | DT,
etc.)

MCTFSPRIM Chap. 7, Sect. 1

Mari ne Corps Manual, 1980,
par. 2804

MCO P1050. 3G

MCO P1900. 16D ( MARCORSEPMAN) ,
par. 1010, 7012, and 8511
MCO P4650.37C (MCTI M

MCO P1000. 6G (ACTS Manual ),
par. 4200.13, 4200.14, 4300,
4302, and 4403

MCO P7220.31J (APSM

SECNAVI NST 1050. 5

MCO P1050. 3G par. 2027 and
Fig. 2-1 and 2-2

MCO P5512. 11A, par. 3002. 2e
MCO P4650. 37C, par. 50213
JFTR, par. U7506, U5222-L, and
U5240- D2h(9)

MCO P1050. 3G, par. 5007
| RAM par. 3001.3c and
4001. 2c(3)

MCTFSPRI M par. 5089 and
Tabl e 5-41, 5-42 & 5-43

MCO P7220.31J (APSM
JFTR, Chap. 9

MCO P1300. 8R
MCO 1306. 16E
MCO 1300. 31A
MCO P1001R 1G ( MCRAM)

MCO 1300. 20H

MCO 1326. 6B

MCO P1006. 6F (ACTS Manual)
MCO 1326. 5B
MCO P4600. 7C (USMC
Transportation Manual)
MCO 4650. 30K (Port Call

Pr ocedur es)
MCO P4650.37C (MCTI M
MCO 5512. 4M ( No- Fee Passports)
NAVVEDCOM NST 1300. 1C

MCO P7220. 31J (APSM

MCO P7220. 42B ( RFPM

MCO 7220. 21E (Policy for
Advance Pay on PCS)

DODFMR, Parts 3 and 4

JFTR, Vol. 1

MCO 7220. 12L ( SDA Pay Program

| RAM par. 3001, 4001, and
Table 4-1

MCTFSPRIM Chap 3 & 4
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TOPIC

PROMOTI ONS

Conposite Scores

Conposite Score Conponents

Pronoti on Reporting

Rermedi al Pronotion

REDUCTI ONS

MCTFS Reporting

SPECI AL DUTY ASSI GNVENT ( SDA) PAY

MCTFS Reporting
Audi t Requi rement s/ Procedur es

TABLE OF ORGANI ZATION (T/ O
MANAGEMVENT

Wartime T/ O Managenent
Procedur es

Staffing Precedence

FMF Personnel Assistance

Pr ogram ( FAP)

REFERENCES

MCO P1400. 31,
Vol .

MVARCORPROMVAN,
1, OFFPROM

MCO P1400. 32, MARCORPROMVAN,

Vol .
MCBul

2, ENLPROM
1430 Series (Promotion

Peri od Announcenents)

MCO P1400. 32A, Chap. 2, Sect. 3

MCTFSPRI M par .
5-2

MCTFSPRI M par.

Qualification)
MCTFSPRI M par.
MCTFSPRI M  par .

5024 and Figure

5134 (Rifle

5114 (PFT Score)
5025 ( Conduct

and Duty Proficiency Marks)

MCTFSPRI M par .

5109 (O f-duty

Educati on Bonus Points and

Speci al
MCTFSPRI M par.

Duty Bonus Poi nts)

5113 (PEBD

(Reserve Conmponent))

MCTFSPRI M par.

Recommended f or

MCTFSPRI M par.
Pr onot e)
MCTFSPRI M par.

5108 ( Not
Pronoti on)
5169 (WI 1 Not

5021 ( Command

Recrui ting Bonus Program

MCTFSPRI M par.
Forces Active

MCTFSPRI M par.
Enli st ment)

MCTFSPRI M par.
Rank)

MCTFSPRI M  par .
MCTFSPRI M par.

Duty

5004 (Arnmed
Base Date)
5042 (Date of

5123 (Date of

5124 (O ficer)
5123 (Enli sted)

MCO P1400. 32A, Chap. 2, Sect. 4

MCO P1400. 32A, Chap. 5

MARCORPROVMVAN,
MCM 1984, Part
(Suspensi on of
JAGVAN

MCTFSPRI M par.
Nonpuni tive)
MCTFSPRI M par.

Vol 2, ENLPROM
V, par. 6a

NJP Reducti on)
5128 (Punitive/

5025 (Conduct

and Duty Proficiency Marks)

DODFMR, Part 1,

Chap. 8

DODFMR, Tables 1-8-1 and 1-8-2

MCO 7220. 12L
MCTFSPRI M par .
MCO P7220. 317,
MCO 5311.
MCO 5320.

MCO 5320.
MCO 5310.

1B
14
15A
11A

MCO 5320. 13

MCO 5320. 12C

MCO 5300. 3G

TAXES/ STATE OF LEGAL RESI DENCE CERTI FI CATES

IRS Form W4

IRS Form W5

DD Form 2058/ 2058- 1

MCTFSPRI M par.

Chap.

5147
11

5059 and

Fig. 5-7 and 5-8

MCTFSPRI M par.
Fig. 5-6

MCTFSPRI M par.

5057 and

5059 and

Fig. 5-9 and 5-10



TOPIC REFERENCES

TEMPORARY LODG NG ALLOMNCE (TLA) MCO P7220. 31J (APSM
(See DLT in APSM JFTR, Chap. 9, Part C

TEMPORARY LODGE NG EXPENSE ( TLE) MCO P7220. 31J ( APSM
JFTR, Chap. 5, Part H

VARI ABLE HOUSI NG ALLOWANCE ( VHA) JFTR, Vol. 1, Chap. 8

(See Entitlement Tables in APSM MCO P7220. 31J (APSM, Chap. 3,
Sect. 7
MCO 7220. 47A

Di sposition of VHA Application | RAM par. 3001. 3k and par.
4001. 2¢(12)
MCO P7220. 31J (APSM), par.
30701. 3f

MCTFS Reporting MCTFSPRIM par. 5162
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| NDEX
A
Absentees. . ... .. . 2004.6, Fig. 3-4
Accountability of SRB/JIOQR ...................... 3005.1
Accunul at ed Deploynment Tinme (ADT)............... 3005.5
Active Duty for Training........................ App E
Adj ut ant :
Section Organization........................ Fig. 1-1, Chap. 2

Responsibilities............................ 1002. 2, Chap. 2
Adm nistrative Chief....... ... ... .. ... ... ... .. ... 2002, 3003
Adm nistrative Control Point.................... 3003. 2
Adm ni strative Notes:

CGeneral Administration...................... App B

Personnel Administration.................... App C

Reserve Administration...................... App D
Admi nistrative References....................... App A
Adm nistrative Responsibilities:

Adjutant Section............... ... .. ....... 1002. 2

Personnel Section.............. ... .. ... ...... 1002. 4

Unit Commander............ ... ... 1002.5
Administrative Support........... .. ... ... . ..., 3001. 2
Advance Pay for PCS in Connection with Recruiter/

Drill Instructor School and Marines Ordered to

TAD for Periods of 20 Weeks or Mire........... App B
ALMAR/ ALNAV Files. ... e App B
Area ClearanCe. . .......... i App B
Arnmed Forces Commi ssary Privil eges Card

(DD Form 2529) . .. ... . App D
Assignnents (Personnel )......................... 3001.1, App E
Audi ts:

ANNi VerSary. ... e e e App D

Annual Audit Tracking Sheet................. App D

Service Records........... .. .. ... 3005.2, Fig. 3-3,

Fig. 3-4

LES. . o 3005.3, Fig. 3-5

Avi ation Career Incentive Pay (ACIP)............ App E

B

Basi ¢ Al l owance For Quarters (BAQ.............. App E

Basi ¢ Al |l owance For Subsistence (BAS)........... App E
Batt al i on/ Squadron Personnel (Adm nistrative)

Chief . 2002, 3003
Benefits/Wiver Certification (VA Form 29-8951). App E
By Direction Authority.......................... App B

C
Career Sea Duty (CARSEA). . ........ .. 3005.5
Change to PL......... ... . . . i 2006. 3e
Checkl i sts:
Audit Checklist............ ... ... ... ...... Fig. 3-3
Command Sel f-1nspection Audit Procedures.... Fig. 3-3
Initial Legal Actions for Declaring a Marine
a Deserter........ ... . ... Fig. 2-4
Legal Action Form for Nonjudicial Punishnent Fig. 2-1
LES Audit Procedures........................ Fig. 3-5
Requi red Legal Actions for Unauthorized
Absence. ... . Fig. 2-2
Requi red Legal Action Upon Return from UA of
More than 24 Hours Were Marine Not
Declared a Deserter....................... Fig. 2-3
Requi red Legal Actions Upon Return from
Desertion....... ... ... Fig. 2-5
Service Record Audit........................ Fig. 3-3
UA/Deserter SRB Audit....................... Fig. 3-4
OB/ CMCC. . . ottt e e e e e e 2007
Conduct and Duty Proficiency Marks.............. App C, App E
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Consol i dat ed Adm ni strati on:

Concept and Responsibilities................
Recommended Organi zation of the Consoli dated
Adm nistration Center.....................
Control of Service Records......................
Controlled FOrms....... ... .. . ..
Correspondence Files............ ... ... .. .......
Correspondence Section.............. ...,
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